
Position Available:  Lower School Assistant Director 
Date Posted:  January 2017  Date Available:  June 2017 
Department:  Lower School Administration                        
Reporting to:  Lower School Director 
 
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 multiple 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.  
 
Job Summary 
Buckingham Browne and Nichols School seeks a qualified, compassionate, forward-thinking, and flexible 
candidate to fill the role of Assistant Director for it’s Lower School campus beginning in the 2017-2018 
school year. The Lower School serves approximately 330 students in grades Beginners through 6. The 
Lower School is committed to carrying out the school’s mission of promoting scholarship, integrity, and 
kindness in diverse, curious, and motivated students. The School prepares students for lives of principled 
engagement in their communities and the world.  
 
The ideal candidate should have experience in a school leadership role, preferably at a division level. A 
bachelor’s degree is required and a masters in education is preferred. A deep understanding of, and 
experience with diversity work in an educational setting, as well as a strong working knowledge of the 
following principles, are important to this role: 
 

● Characteristics of exemplary student work 
● Pedagogy of inquiry based interdisciplinary research projects and the development of authentic 

and meaningful experiences  
● Documentation of student learning 
● The use of materials in innovative and creative ways to deepen learning 
● The importance of aesthetics in school environments 
● Processes that lead to the effective collaboration of adults in service of deepening student learning 

 
In addition, the Lower School Assistant Director is responsible for: 
 

● Working with the Lower School (LS) Director and teachers to recruit, hire, support, evaluate, and 
retain BB&N Lower School faculty  

● Partnering with LS Director to oversee curricular programs 
● Handling issues of concern from individual parents 
● Working with the administration, faculty, staff, and families to provide a sense of community and 

common purpose  
● Working with the LS Director to provide a sense of community and common purpose for the 

school community and to facilitate transition between the divisions 
● Planning and facilitating meetings for faculty 



● Assisting in planning Faculty Professional Days and other in-service opportunities 
● Updating the Faculty Handbook and the LS Handbook 
● Supporting the creation of the Master Calendar and Opening Days Schedules 
● Contributing to Development, Facilities, and Administrative meetings, as needed 
● Being a presence at major school functions 
● Leading the LS in the absence of the Director  
● Leading additional projects, as identified by the Director 
● Serving on committees, as warranted 
● Working with community members to implement Diversity initiatives within the campus 
● Supporting faculty in integrating social justice within the curriculum 
● Working with Director and Counselor to maintain/create a positive school environment and 

dealing with student behaviors as they arise 
 
Skills and Competencies: 
In addition, the Assistant Lower School Director will demonstrate the following competencies: 
 

● Self-starter, highly energetic 
● Ability to work a flexible schedule, including occasional evenings, weekends, and possible 

overnight student trips 
● Exceptional management and communication skills, including conflict resolution skills 
● Ability to work collegially with people at all levels of the organization 
● Discretion and tact 
● Present a professional image and ability to gain respect 
● Enjoy working with adults and students 
● Problem resolution, willingness to find new solutions and share ideas in a constructive way 
● Contribute positively to the overall morale of people within the institution 

 
To Apply:  https://home.eease.adp.com/recruit/?id=15517811 
 
BB&N is committed to hire and employ individuals qualified for positions by virtue of education, training, 
experience, and personal qualifications.  BB&N does not discriminate on the basis of race, color, 
religious beliefs, age, gender, national origin or ancestry, military experience, sexual orientation, 
physical or mental ability or disability, gender identity, marital status, genetic information or any other 
protected status.  We welcome employees who will enhance our diversity and encourage candidates of 
color to apply. 
 
 
 

 

 
 
 


