
Spruce Pine Montessori School 
Job Description 

 
Job Title: Office Manager 
Reports To: Head of School 
Status: exempt 
 
DESCRIPTION OF SCHOOL: 
Spruce Pine Montessori School, founded in 1972, is located in the beautiful Blue Ridge 
Mountains of Western North Carolina. We serve approximately 65 students and act as the only 
alternative education program to public schools in four counties wide. Our facilities are lovely, 
the staff are welcoming and highly skilled, and our family community is actively involved in the 
life of the school. The successful candidate will enjoy living and working in a somewhat isolated, 
rural environment and be passionate about the work we do here at the school. 
 
EXPECTATIONS FOR ALL EMPLOYEES: Promotes the image of the school and supports 
its mission, vision, and goals by exhibiting the following behavior: excellence, competence, 
innovation, collaboration, respect, resourcefulness, flexibility, and accountability. Uses positive 
and professional language and exhibits loyalty to the school at all times. All employees must be 
punctual and ready to greet children when they arrive. 
 
SUMMARY: The Office Manager will act as the school’s primary administrator, providing 
support to the Head of School, teachers, and parents.  
 
ESSENTIAL DUTIES include the following; others may be assigned: 
 
Child Care Administration 

- Manage student files including immunization records and reporting 
- Manage staff files including ongoing in-service training, expiring paperwork 
- Fire drills, Lockdown drills, Playground inspections and prep for fire, health, child care 

consultant inspections 
- Maintain all classroom paperwork (such as class lists, attendance sheets, calendars, daily 

schedules, Emergency Preparedness Response, medicines) 
- Manage monthly child care subsidy attendance and invoicing 
- Will have to take trainings and classes associated with our child care license annually 

 
Finances and Fundraising 

- Bookkeeping- need to be able to use Quickbooks online efficiently to do invoicing, 
payables, payroll, and reconciliation 

- Work with Parent Fundraising Coordinator on all fundraising projects, including Annual 
Appeal, Auction, Ingles gift cards, Read-a-Thon and other small fundraisers as needed 

- Manage donor database (spreadsheet) and prepare thank you letters. 
- Send monthly e-newsletter with current photos and relevant information 
- Update Facebook page and any other social media 
- Prepare reports for Board meetings and grants 



 
Admissions and Recruitment 

- Passionate and knowledgeable about Montessori methods and philosophy- need to be able 
to discuss with all potential parents 

- Lead tours and answer initial questions for potential applicants 
- Screen applicants, manage applications 
- Keep database of applicants 
- Maintain website 
- Submit articles and photos to local newspapers 

 
General Support 

- Take care of sick children 
- Assist in emergencies- both large and small (i.e. toilet overflows) 
- Order/ purchase housekeeping supplies 
- Manage parent volunteers who help with snack and laundry- prepare monthly calendars, 

grocery shopping lists, etc. 
- Take mail to post office, deal with incoming mail, answer phones and take messages. 
- Maintain office cleanliness, take school recycling to dump or delegate to parent volunteer 
- Manage small maintenance issues that come up, delegate larger maintenance issues to 

parents, coordinate contractors for larger labor needed. 
- Substitute in classrooms as needed, manage current list of substitute teachers 
- Keep parents updated and informed with weekly reminders/announcements 
- Help with carpool at the beginning and end of the day 

 
SUPERVISORY RESPONSIBILITIES: Oversees parent volunteers, work exchangers, 
maintenance subcontractors, and substitute teachers. 
 
QUALIFICATIONS: To perform this job successfully, an individual must be able to perform 
each essential duty satisfactorily. The requirements listed below represent the knowledge, skill, 
and/or ability required. The successful candidate must love and respect children, exhibit 
leadership qualities, have a sense of humor, be friendly and work cooperatively with teams, must 
be self motivated and have the personality to motivate others, and must be able to set priorities 
and meet deadlines. This position requires a high level of interpersonal skills to handle sensitive 
and confidential situations with a continual need for tact and diplomacy, must be able to manage a 
wide variety of personalities. Must have excellent decision-making skills. Reasonable 
accommodations may be made to enable individuals with disabilities to perform essential tasks. 
 
EDUCATION and/or EXPERIENCE: Bachelor's degree (B.A.) from four- year college or 
university preferred, but experience in nonprofit/child care/school administration also considered; 
Red Cross training in first aid and community CPR, valid NC driver’s license, local criminal 
background check, medical exam and Tb test; experience with children. 
 
LANGUAGE SKILLS: Ability to read, analyze, and interpret general periodicals, professional 
journals, technical procedures, or governmental regulations. Ability to write articles, business 



correspondence, reports, and procedure manuals. Must have the ability to effectively present 
information and respond to questions from groups of parents, and the general public; ability to 
respond effectively to the most sensitive inquiries or complaints; ability to make effective 
presentations to public groups. 
 
MATHEMATICAL and TECHNICAL SKILLS: Basic budgeting and general accounting 
skills with experience in Quickbooks preferred, comfortable creating and using spreadsheets. 
Experience using Google Docs, Spreadsheets and Forms, managing basic website maintenance 
via Squarespace, creating newsletters via Mailchimp/Constant Contact and using Paypal/Square 
for payments preferred. Need to troubleshoot issues with the copy machine, router, answering 
machine and computers without assistance. 
 
ORGANIZATIONAL SKILLS: Must be punctual and deadline-sensitive, and efficient and 
effective to get all duties done with quality and timeliness. Needs to be able to look at fine details 
and also see the big picture. Be prepared to use systems in place and create new organizational 
systems if necessary.  
 
REASONING ABILITY: Ability to apply common sense understanding to carry out job 
description. Ability to define problems, collect data, establish facts, and draw valid conclusions. 
 
PHYSICAL DEMANDS: The physical demands described here are representative of those that 
must be met to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
tasks. 
 
While performing the duties of this job, the employee is regularly required to use hands to finger, 
handle, or feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and 
talk or hear. The employee is required to walk. The employee is regularly required to stand, and 
sit on the floor. The employee must occasionally lift and/or move up to 50 pounds. Specific 
vision abilities required by this job include close vision, distance vision, and ability to adjust 
focus. 
 
WORK ENVIRONMENT: While performing the duties of this job, the employee is 
occasionally exposed to wet and/or humid conditions and outside weather conditions. The noise 
level in the work environment is usually moderate. Reasonable accommodations may be made to 
enable individuals with disabilities to perform the essential functions. 
 
COMPENSATION AND BENEFITS: 
Salary range between $22,800- $38,920, commensurate with education and experience 
12 sick/personal leave days per year 
6 paid holidays 
4 weeks paid vacation (two weeks in winter, one at spring break and one during the summer) 
3% matching IRA funds after two years of employment 
Annual medical reimbursement up to $1500 
Short-term disability 
75% tuition reduction for one qualified child 



 
Email resume and cover letter to Head of School: headofschool@sprucepinemontessori.org 

mailto:headofschool@sprucepinemontessori.org

