
 

 

 

Job Announcement: Administrative Manager 

 
Explorer West redefines the middle school experience  – offering rigorous academics and a diverse range of 
enrichment programs in a small, vibrant learning environment. Explorer West was founded in 1996 and today enrolls 
105-110 students in the 6th, 7th, and 8th grades. Located in West Seattle, the school’s award-winning sustainability and 
outdoor education programs inspire adolescents to learn how they can positively impact their environment and community. 
Explorer West graduates become adventurous and confident leaders who flourish, both academically and socially, 
wherever they go. 
 
We seek a skillful community builder to serve as the Administrative Manager, responsible for running the Front 
Desk and maintaining student records.  This is a unique opportunity to join a small, creative team of educators who are 
committed to helping middle school students recognize and develop their own capacity. At the front and center of our 
vibrant school community, the Administrative Manager will be comfortable serving as an essential figure for support and 
organization of daily operations, and as an ambassador for the school. This is a permanent, full-time hourly position, with 
flexible, reduced hours when school is not in session.  
 
Principal Responsibilities Include: 
 
Front Desk and Office Management 

● Greet all community members and visitors (students and adults) with warmth and a willingness to help. 
● Be a conduit for information about the daily operations of the school, maintaining the school calendar and the 

weekly email bulletin, and serving as a “go-to” for questions large and small. 
● Provide general office support and administrative assistance for the Head of School, and for Business, Admission, 

and Development efforts when needed. 
● Order and monitor office supplies, and other purchasing duties. 
● Help plan and support special school events, and attend occasional school events outside of school hours. 
● Provide TLC when students are unwell, and dispense medications as appropriate. 

 
Registrar 

● Maintain all registration and emergency records and school directories. 
● Manage student attendance records. 
● Manage student evaluations, transcripts, and records for current students. 
● Support the organization of incoming student applications, and outgoing applications to other schools. 

 
Desired Characteristics, Skills, and Experience of the Ideal Candidate: 
 

● Strong support for the Explorer West mission and program, and a demonstrated ability to embody the values that 
define our school culture:  personal and community responsibility ,  integrity ,  creativity and inquiry , 
confidence , and  respect . 

● A warm and welcoming personality, cultural competence, and the ability and desire to connect with all members of 
a diverse community. 

● Demonstrated ability to work well both on independent, self-initiated projects and in collaboration with colleagues, 
and to maintain focus in the midst of a dynamic middle school environment. 



● Ability to effectively organize and manage concurrent projects and multiple priorities, while maintaining a sense of 
humor! 

● Highly proficient with technology (e.g. word processing, spreadsheets, databases, etc.) and a willingness to learn 
more. 

● Ability to design and maintain effective systems for managing information, and attend to details. 
● Ability to maintain high standards of professionalism, organization, accountability, and confidentiality. 
● Excellent written and verbal communication skills. 
● Bachelor’s degree. 
● At least two years experience with administrative work. Experience working at a school and/or with middle 

school-aged students preferred but not required. 
 
Compensation: 
Hourly based on experience,  plus full medical, dental, vision, and retirement benefits. 
 
To apply: 
Send a cover letter and resume to  info@explorer-west.org .  
 
Our Mission 
Explorer West Middle School embraces the energy and enthusiasm of our diverse young people on the journey to 
adulthood. As a small and inclusive environment, we view adolescence as a unique window of opportunity to build a 
community with strong academic skills, creative expression, and character development required for a sustainable future.  
 
Learn more about Explorer West Middle School:  www.explorer-west.org 
 

Explorer West Middle School is an Equal Opportunity Employer. 
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