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LEADERSHIP OPPORTUNITY 

 

 

 

New York, New York 
 
 

Lower Division Director 

 

Application Deadline 

A.S.A.P. and no later than February 28, 2020 

 

Position Start Date - July 1, 2020 
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SCHOOL OVERVIEW 

St. Hilda’s & St. Hugh’s school was founded in 1950 by the Reverend Mother Ruth and the 

Community of the Holy Spirit, an Episcopal religious order for women. As required by its 

statutes, the Chairman of the Board of Trustees is a bishop or priest of the Episcopal Church. 

It is an independent, Episcopal school for boys and girls. The school endeavors to create and 

educate a community diverse in race, culture, and religious beliefs, preparing its students to 

make meaningful contributions to our global society. It is located in the Morningside Heights 

neighborhood of Manhattan’s Upper West Side. The school serves 390 students from 

neighborhoods throughout New York City and the surrounding communities.  

The school is coeducational and includes Beginners (age 2) through grade 8. As an Episcopal 

school, St. Hilda’s & St. Hugh’s is committed to nurturing the whole person: body, mind, and 

spirit. Religious and ethical formation are therefore important components, and the educational 

philosophy is rooted in the values of the Judeo-Christian humanist tradition. The community 

believes that all creation is sacred, and each member of the school community is respected as a 

unique individual. Faculty and staff recognize the different ways in which students learn and 

acknowledge their developmental differences. Teachers provide flexibility within the classroom 

structure so that students can both achieve their potential and meet our academic expectations. 

Students are served through a traditional liberal arts curriculum, which encourages in them a 

respect for nature and human achievement, as well as a love of art, music, drama, and athletics.  

The 80,000 square-foot self-contained campus features 32 recently renovated, optimally 

designed classrooms; interactive touchscreens in every classroom (beginning in SK); 

microkitchens in rooms through fifth grade; three age-appropriate science labs; a 7,400 sq. foot 

outdoor playdeck with age-appropriate play zones; a 500 sq. foot greenhouse; a 2,600 sq. foot 

library with nearly 25,000 volumes; two technology centers; regulation-size gymnasium with 

stage; 1,100 sq. foot indoor play space with climbing wall; three art studios with kiln, etching 

press, and woodworking shop; three recently renovated dining halls and kitchen; chapel with 

Rieger organ; three acoustically-engineered music studios; and two recently refurbished 

elevators large enough to fit a full class comfortably in each car. 

The school has a total operating budget (2018-2019) of $18.6 million, with an endowment of 

$13.4 million. In 2019-20, the school awarded $4 million in financial aid, with 26 percent of 

students in nursery through grade 8 receiving aid. 

 

https://www.sthildas.org 
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THE LOWER DIVISION DIRECTOR POSITION 

The Lower Division Director reports to the Head of School and is responsible for all aspects of 

the daily operation of Beginners (age 2) – grade 3. The position serves on the school’s senior 

administrative team. The Lower Division Director must have a thorough understanding of the 

relationship between developmental readiness and academic and social growth. As the director 

and the person entrusted with the care of our youngest students, s/he must have a profound 

respect for children and parents; possess a thorough knowledge of child development; and be 

able to work with a highly committed faculty on curriculum planning and implementation. S/he 

will have an in-depth understanding of independent school management and demonstrated 

experience leading a team with care and vigor. The Lower Division Director will also uphold 

the principles of the school’s religious identity as an Episcopal school, and reflect those values 

in every aspect of leadership. S/he will be required to be a daily active, physical presence in the 

classrooms, as well as attend occasional evening and weekend school-related functions and 

activities. 

 

Faculty and Curricular Oversight: 

 

 Lead the ongoing process of pedagogy and curriculum review and design. 

 Oversee the day to day operations of the division. 

 Meet regularly with grade-level teams and support teachers to ensure success and 

facilitate monthly division meetings.  

 Implement and complete the annual support, growth, and evaluation process for 

faculty. 

 Ensure that each day’s schedule is appropriate for the students and adhered to by 

faculty. 

 Work with the Upper Division Director to create class schedules for the approval of the 

Head of School. 

 Serve as researcher, a reader, and academically interested thought leader in current 

practices and future trends and bring wisdom to all the deliberations over the 

curriculum. 

 Provide high quality and regular communication that elucidates curriculum, and 

developmental expectations for each of the grades served. 

 

Students and Families: 

 

 Participate in the Beginner-grade 3 admission process. 
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 Ensure reliable and robust communication between school and families. 

 Counsel and guide students and families regarding academic, social, or behavioral 

issues and ensure the integration of social, emotional wellness practices into the school’s 

practices. 

 Maintain a mission-driven educational philosophy and school climate which encourages 

a cooperative and collegial attitude on the part of all faculty and students. 

 Assist students to overcome challenges and celebrate success in school and beyond. 

 In partnership with the school counselor and Head of School, identify intellectual, 

physical, social, and emotional needs affecting students’ success and take steps to direct 

and coordinate the efforts to support them. 

 Monitor the progress of all students within the division to address needs immediately 

and comprehensively. 

 

Administration: 

 

 Serve as a member of the senior administrative team, ensuring mission driven 

leadership and strategic alignment across the school. 

 Work across a variety of technology platforms, including Veracross, and be responsible 

for all division-wide written reports during the school year. These reports are 

comprehensive in scope and expected to reflect the values of the school. 

 Ensure comprehensive communication weekly to the Head of School about the progress 

of faculty, students and the curriculum, and concerns from parents must be shared on a 

timely basis with the Head of School. 

 Support the Human Resources in participating in the recruiting, hiring, training, and 

evaluation of faculty, administrative, and St. Hilda’s & St. Hugh’s staff. 

 Ensure regular and comprehensive communication and reporting to the Head of School, 

including identified priorities and outcomes. 

 

Required Qualifications 

Advanced degree in an education related field with a minimum of seven years instructional 

experience in in early childhood and/or elementary education. 

 

Preferred Qualifications 

Five years administrative and leadership experience in an independent school environment, 

preferred. 
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WHO SHOULD APPLY 

St. Hilda’s & St. Hugh’s educates boys and girls from all faith traditions, socio economic 

backgrounds, racial and ethnic identities, and familial structures. St. Hilda’s & St. Hugh’s is 

committed to creating a team of faculty and staff that reflects the many backgrounds and 

identities present in New York City and in its student body. The school is eager to hire 

educators who represent a variety of ages, ethnicities, religions, sexual orientations, gender 

identities, religious backgrounds, and abilities.  

In compliance with federal, state, and local laws, St. Hilda's & St. Hugh's does not discriminate 

on the basis of race, color, religion, sex, age, national or ethnic origin, sexual orientation, 

citizenship status, marital status, disability, or any other basis prohibited by law in the 

administration of its educational policies, admission policies, or any other program 

administered by the school.  

 

APPLICATION REQUIREMENTS AND SEARCH PROCESS 

Acting on behalf of St. Hilda’s & St. Hugh’s, Wickenden Associates seeks compelling candidates 

for this exciting leadership opportunity. Prospective candidates should contact Eric Peterson as 

soon as possible. All conversations are confidential. Eric can be reached by email at 

epeterson@wickenden.com and by phone at 609-683-1355. 

Candidates should submit a.s.a.p. and no later than February 28, 2020: 

 A cover letter indicating why they are interested in and qualified for the position. 

 A current résumé. 

 The names, addresses, emails, and telephone numbers of three references. (Wickenden 

will obtain permission from candidates before contacting references.) 

 Optional: Other supporting material (e.g. reports, presentations, speeches, or letters of 

recommendation) that would be useful to the search committee. 

 

Materials should be sent via email attachment to searches@wickenden.com.  

 

Applications will be reviewed on a rolling basis and may be considered after the deadline 

depending on the status of the search. Selected candidates will interview confidentially with the 

Head of School and a small search committee. An appointment is anticipated by April 1, and 

the start date for the position will be July 1, 2020. Wickenden Associates will keep all applicants 

informed of their status throughout the process. 
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