
THE MEADOWBROOK SCHOOL

Location: Weston, MA

Post Date: October 1, 2022

Reports To: Chief Innovation Officer

Compensation: Competitive salary with generous benefits package
 

DIRECTOR OF AUXILIARY PROGRAMS



The Meadowbrook School is currently hiring for a Director of Auxiliary Programs, a leadership position
that provides oversight of a robust range of summer and after-school programs, as well as
transportation and facility rentals. This role represents an enviable opportunity for an experienced
auxiliary program director to leverage the many assets of Meadowbrook and build upon the recent
development and launch of Branches, the new series of summer program offerings. The Director of
Auxiliary Programs will report to the Chief Innovation Officer and work collaboratively across other
departments of the school. It will be the responsibility of the new Director to build upon the high quality
of existing programs while seeking new opportunities for growth and expansion.

MEADOWBROOK MISSION AND VISION

THE OPPORTUNITY

At Meadowbrook, our mission guides us every day, in all that we do.

We know, love, and challenge every child.

Together, as a diverse community with high academic, ethical and social standards, we nurture
character, promote confidence, inspire creativity and foster critical thinking skills as we guide each
child's journey in the pursuit of excellence.

The Meadowbrook School is committed to providing an exemplary, inspirational K-8 educational
experience.



Meadowbrook is a co-educational independent day school that inspires and challenges learners in
grades junior kindergarten through eight. At Meadowbrook, students are offered boundless
opportunities and are empowered to solve problems without limits. What drives the Meadowbrook
community is envisioning how hard work, knowledge, innovation, and love will inspire and equip
children to go beyond. The faculty is composed of talented educators who are committed to the
craft of teaching and to inspiring their students to reach beyond their perceived limitations.
Through ongoing professional development, Meadowbrook teachers seek the best content and
approaches—and continually test them against outcomes-based standards.

 

"We know, love, 
and challenge every child."

History: Founded nearly 100 years ago in 1923 as one classroom in Waltham
Location: 36 acre campus in Weston, MA
Students: 315 students in JK through Grade 8; 49% self-identify as students of color
Faculty: 7:1 student to teacher ratio with 2-3 teachers in each Lower School classroom
Website: meadowbrook-ma.org

SCHOOL DESCRIPTION AND PROFILE



MEADOWBROOK FACILITIES
The pond, the woods, the state-of-the-art facilities: Meadowbrook’s physical assets are unrivaled
among independent schools. The 36 wooded acres in Weston provide plenty of space for play as well
ample room for outdoor education. Students of all ages tap maple trees, analyze the water in the
pond, and record a variety of flora and fauna for classes ranging from math to science to social
studies. Inside, students benefit from thoughtfully designed spaces tailor-made for learning. These
include classrooms with breakout spaces; laboratories and a spacious library; music, art, and
television studios; two gymnasiums; as well as a woodshop, black box theater, and maker space.

MEADOWBROOK STATEMENT OF DIVERSITY AND INCLUSION
We believe a diverse and inclusive community is central to Meadowbrook’s mission. We embrace
our students, faculty and families in all their diversity, which we broadly define as race, gender, age,
ability/disability, ethnicity, culture, religion, nationality, family structure, sexual orientation, gender
identity and expression, and socioeconomic class, among other characteristics that contribute to
each person’s full identity. We cherish and respect individual stories, strengths, weaknesses, voices,
and backgrounds. We examine and question our methods and narratives in order to grow
individually and as a community. This is an ongoing, dynamic journey that we take together. We
believe that only through such a community can we know, love, and challenge each child.

MEADOWBROOK AUXILIARY PROGRAMS

Budding Scientists
Game Design
Tournament of Champions
Hand and Machine Sewing
Creative Filmmaking

After School and Enrichment Programs
Monday through Friday, 12:30-3:15pm and 3:15-5:45pm
Started more than 20 years ago, the After School Program offers a seamless transition from regular
school hours. The After School staff makes it a point to give students a balance of structure and free
play. Meadowbrook students can also sign up for a number of fun and engaging enrichment classes.
Some examples of enrichment classes include:



Branches at Meadowbrook (Summer Programs)

Branches at Meadowbrook is an unparalleled set of experiences that gives kids an opportunity to grow
in a safe, supportive community. Campers are challenged and engaged in ways that push them to
surpass what they thought was possible. Branches camps and programs take full advantage of the wide
variety of resources on Meadowbrook’s beautiful campus. Whether it’s swimming in heated pools,
canoeing on the pond, making a sculpture in the ceramics studio, or solving problems in the
makerspace, kids have no shortage of opportunities to be active and explore.

In addition to the Director, the year round management team currently includes an Assistant Director of
Auxiliary Programs, an Auxiliary Programs Coordinator, an After School Director, and a Business Manager.
The department works closely with other school departments including the Business Office, Human
Resources, Admissions, Buildings and Grounds, and Dining Services. Each summer, Branches at
Meadowbrook hires approximately 120 staff members chosen for their skills, depth of experience, strength
of character, and embodiment of Meadowbrook’s mission to know, love, and challenge every child.

AUXILIARY PROGRAMS STAFFF

Campers
One-week sessions, Age 4–Grade 8
Traditional day camp activities such as swimming,
sports, music, and more.

Mazemakers
Four-week sessions, Entering Grade 2–8
Choose from a variety of collaborative courses as
part of a unique community.

Explorers
One-week sessions, Entering Grade 2–Grade 8
Delve into a specific interest under the guidance
of a specialist.

Adventurers
One-week sessions, Entering Grade 4–Grade 8
Embark on a different Boston-area trip every day.

Leaders
Four-week sessions, Entering Grade 9–10
Develop leadership skills and put them into
action.

 

Facility Rentals
Meadowbrook facilities are available for use by Meadowbrook School families, employees, and external
groups. The year round rentals are managed by the Director of Auxiliary Programs.

Transportation
Meadowbrook offers transportation services by school bus or van during the school year and during
the summer. The services are outsourced but managed by the Director of Auxiliary Programs.



Reporting to the Chief Innovation Officer, the Director of Auxiliary Programs is responsible for strategic
planning, operations, market development, program design, promotion, budgeting, monitoring, and
evaluation of all Meadowbrook Auxiliary Programs including summer camps, after school programs,
transportation, and the rental of Meadowbrook facilities.

DIRECTOR OF AUXILIARY PROGRAMS

Collaborate with school leadership, administration, and faculty to ensure all auxiliary programs align
with and support Meadowbrook’s mission and philosophy.
Design, enhance, and expand program offerings that align with our long-term strategic auxiliary
programs vision and financial objectives
Continually explore innovative opportunities for leveraging the intellectual and physical
assets of the school
Continually explore innovative opportunities for supporting school admissions and building the
school’s exposure in the independent school market
Annually seek and analyze input from participants and staff regarding the quality of their program
experience
Seek to identify partnerships that may enhance auxiliary program potential
Build vibrant programs that achieve annual and long-term net revenue growth targets, support the
school’s mission and program, and build Meadowbrook’s market exposure.

Oversee and manage all auxiliary programs including but not limited to: Branches, after school
programs, transportation, and facility rentals
Provide an appropriately safe, caring, and enriching environment for all program participants
Establish routines, provide positive guidance, and enforce policies and procedures, including
disciplinary policies, in accordance with Meadowbrook’s stated values
Provide ongoing training, supervision, support, and professional development of all faculty and staff
of auxiliary programs
Develop and oversee safety and health protocols in coordination with school risk management plan
Oversee all aspects of campus rentals by creating policies, protocols and procedures for facilities
usage and pricing for all events and programs on Meadowbrook’s campus beyond the regular
school day
Ensure program participants have a safe and positive experience such that they return and/or
recommend our programs to others.

Prepare an annual budget covering all aspects of program revenues and expenses to ensure
profitability
Monitor revenues and expenses on a monthly basis, and in accordance with budgetary restrictions
for bottom line performance across all programs
Provide the Business Office with all the information necessary to complete the financials in an
accurate and timely manner
Work with individual program directors to ensure profitability of their programs
Establish appropriate compensation for all auxiliary program employees in coordination with Chief
Financial Officer and Human Resources
Ensure that the Auxiliary Programs’ financial performance meets or exceeds budgeted
expectations.
Working closely with CFO, set appropriate enrollment and revenue targets each season

Essential Functions and Key Objectives

Program Management

Financial Management



In coordination with the Communications and Marketing department, develop and implement a
comprehensive marketing strategy for all auxiliary programs
Ensure that all auxiliary programs have an effective and accurate internet presence including
website, social media, and digital marketing
Plan and coordinate the publishing and advertising of program catalogues, brochures, and
schedules
Manage all public relations and marketing initiatives including open houses, mailers, brochures,
camp fairs, and ad placement to promote and communicate the programs to prospective and
enrolled participants
Write and distribute regular communications among auxiliary program constituencies that
effectively provide updated information and a sense of community
Serve as primary recruiter to all programs and manage the activities of others charged with
recruitment
Work closely with the Admissions Office to identify and follow-up with participants who have strong
potential to convert to Meadowbrook student prospects
As appropriate, accompany Admissions Office staff to regional marketing events and receptions
Effectively promote the programs so as to achieve the enrollment and revenue targets.

Oversee registration for all auxiliary programs
Ensure the auxiliary programs database is accurate and comprehensive
Prepare reports for and communicate with Meadowbrook leadership to ensure awareness of
auxiliary program performance
Execute and oversee all contracts related to programs
Serve as a member of the Crisis Management Team
Ensure that all auxiliary programs are in compliance with all applicable regulations of licensing and
governing entities
Ensure that the administration of the programs is efficient and effective.

Supervise and manage the year round staff within with Meadowbrook auxiliary department
In collaboration with HR and program directors:

Recruit, hire, and train all Meadowbrook auxiliary program employees
Ensure that all necessary and required employment forms, including background checks, are
completed and on file
Coordinate and communicate payroll as needed
Coordinate and conduct annual performance evaluations of all auxiliary programs personnel
Hire and manage to build a stable, effective, customer-focused team

Participate in special assignments and projects as needed to improve school operations (i.e.
buildings and grounds, safety, accreditation, committees, etc.)
Perform other duties as assigned by the Chief Innovation Officer or Head of School

Marketing, Communication, and Recruitment

Administration and Operations

Human Resources

Other Duties



5-7 years of summer/auxiliary program experience with at least 3-5 years of progressively
responsible experience managing summer/auxiliary programs (or equivalent)
Bachelor’s degree required; advanced degree preferred
Well-developed collaborative work style; ability to interact with employees at all levels of the
community
An effective manager, capable of guiding a team while facilitating and supporting their growth
and productivity
The ability to design an experience, program, curriculum, or product, based on a deep
understanding of what the audience and community values
A creative self-starter who brings wisdom, perspective, confidence and excellent problem solving
skills to the position
A strategic thinker with the ability to implement change that drives growth in participation and
revenue
Demonstrated ability to develop financial models for new programs and to manage a budget
Expertise in marketing using a variety of technology resources including social media
Excellent project management and organizational skills
The ability to foster positive relationships with all constituencies in an independent school
environment through excellent oral and written communication skills 
Strong analytical skills with the ability to quickly and regularly adjust strategy based on the
school’s needs
An independent and visionary thinker capable of understanding the full scope of projects while
seeing individual tasks through to completion
A positive outlook, and a sense of humor
A high level of integrity and an extraordinary work ethic

DESIRED QUALIFICATIONS
Successful candidates will have the experience and expertise to manage The Meadowbrook School's
Auxiliary Programs to the highest degree of educational excellence. They will be motivated by an
entrepreneurial spirit and committed to continuous program innovation. Candidates should be
prepared to demonstrate the following experience and personal qualities:



Thank you for your interest in this role. You will be contacted upon receipt of your submission. If
you have any questions, please contact SPARC at: info@sparcnational.com.

TO APPLY

SPARC, the Summer Programs and Auxiliary Revenue Collaborative, is acting on behalf of the school
to recruit candidates for this position. Candidates should apply online at:

https://sparc.breezy.hr/p/0b47d9a82687-director-of-auxiliary-programs-the-meadowbrook-
school

Your online application will require the following:
Cover letter addressed to: The Meadowbrook School
Resume or CV
List of 4 professional references with contact information

The Meadowbrook School is an equal opportunity employer. We consider applicants for all positions
without regard to race, color, religion, sex, age, disability, sexual orientation, familial or marital status, or
any other characteristic protected from discrimination under state or federal law. We welcome candidates
who will increase our diversity.

NOTICE OF NON-DISCRIMINATION POLICY

https://sparc.breezy.hr/p/0b47d9a82687-director-of-auxiliary-programs-the-meadowbrook-school

