
Buckingham Browne & Nichols School 
Job Description 

Title:    Parents’ Association Liaison (part-time) 
Department:    Office of External Affairs 
Reporting to:   Director of Development 
FLSA Status:  Part-time Non-exempt 

Job Summary: 
As part of the Office of External Affairs (OEA ) team, the Parents’ Association Liaison serves as the 
School’s administrative liaison to the Parents’ Association. This is a part-time, 20% position 
(approximately 10 hours per week) during the school year with some evenings and weekends required. 

Context: 
BB&N, a coeducational day school in Cambridge, MA, was established in 1974 by the merger of two 
independent schools, the Buckingham School and the Browne & Nichols School, founded respectively in 
1889 and 1883.  Located on three separate campuses, we work as one School in pursuit of excellence.  
We celebrate the diversity of our community, which enriches our daily experience.  At BB&N, we foster 
intellectual curiosity, critical thinking, and a deep concern and respect for others. 

Skills and Competencies: 
Bachelor’s degree required. Prior setting in a Development office or school setting is helpful. In addition, 
a candidate for this position will demonstrate the following competencies: 

• Computer literacy, knowledge of Microsoft Office, databases, and data entry 
• Ability to multi-task 
• Strong customer service skills needed to support several distinct constituencies including parents, 

faculty, current students, and administrators 
• Tact, diplomacy, confidentiality, and sensitivity are critical skills for success in this position 
• Event planning experience required 

Responsibilities include: 

• Working with the President of the PA to establish yearly goals for the Association. Meet regularly 
for updates and strategy sessions. 

• Provide monthly update reports to Head of School and Director of Development regarding 
activities of the Association. 

• Assist in the planning and organization of monthly PA Executive Committee meetings, the annual 
all-school PA meeting, the end-of-year PA Volunteer Appreciation Reception 

• When appropriate, attend campus PA meetings and other sessions with campus directors as 
needed 

• Attend campus activities and informal campus meetings as directed to establish effective working 
relationships with parents, faculty, and staff 

• Provide administrative support for the PA nominating process 
• Monitor weekly newsletters for three campuses and reconcile calendar adjustments 
• Assist in the preparation of campus training manuals, the all-school handbook, and the 

community directory as needed 
• Take a leadership role in supporting special PA initiatives – e.g. community-building workshops, 

community service programs, communications policies/guidelines 



• In conjunction with the Campus Security Liaison, help to procure Cambridge City permits and 
provide support for the Circus and attend appropriate planning meetings 

• Represent the Office of External Affairs on the Calendar Operations Committee 
• Monitor the Safe House program 
• Assist with key events such as Ninth Grade Dessert Reception, Senior Parent Dinner, 

Grandfriends’ Day, Leadership Reception, Strawberry Weekend, New Parents’ Receptions and 
Garden Party, and on an as needed basis for other events 

To apply, visit: https://home.eease.adp.com/recruit/?id=15259061 

Buckingham Browne & Nichols School does not discriminate on the basis of race, color, religion, 
creed, age, gender, national origin or ancestry, veteran’s status, sexual orientation, or any non-job 
related physical or mental disability. We welcome candidates who will increase our diversity; we 
encourage candidates of color to apply. 

 

 

 


