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JOB ANNOUNCEMENT
Priority review given to applications received by February 15th, 2016

Title: Creative Schools Program Manager
Responsible to: Director of Arts Integration
Supervises: Highline Creative Schools Initiative teaching artists
Hours:  35 hours per week

Compensation:  $40,000 to $45,000 depending on experience; generous benefits package includes medical, dental and vision, 13 paid holidays and 20 days of paid time off annually.

Job Summary:  The Creative Schools Program Manager has primary responsibility for managing the Highline Creative Schools Initiative, a research project in the Highline School District funded by the U.S. Department of Education. This project explores the impact of arts integration on student academic mindsets by placing teaching artists who integrate theatre or visual arts into 5th and 6th grade language arts classes. This position is responsible for the supervision of Highline CSI teaching artists, the management of the program at four partner schools, professional development for teachers and teaching artists and curriculum development as it pertains to this project. This position will also contribute to the dissemination of the program model to a national audience, as well as the development and execution of a plan for the sustainability of the program in Highline Public Schools. 
Key Responsibilities:

Supervise CSI Highline teaching artists, who work remotely at school sites
· Establish and maintain check-ins and cohort meetings

· Establish clear roles and responsibilities

· Troubleshoot, problem-solve and support staff as needed to achieve program goals
Provide ongoing program management for partner schools

· Take an active role in planning alongside teachers and teaching artists at the beginning of each unit
· Conduct classroom observations alongside external evaluators and use observation tool to assess classes and share feedback with teaching artists

· Plan and implement peer observations between participating classrooms

· Collect feedback from teachers at the end of each unit

· Participate in check-in meetings with principals and lead teachers

· Participate in advisory meetings
Collaborate with Evaluation and Documentation Manager
· Support student survey proctoring and the administration of teacher surveys
· Support the collection of parent permissions, media releases and other paperwork as needed
· Support the development and execution of a plan for documentation at the treatment school sites

Curriculum development

· Stay informed regarding Highline Public Schools’ literacy initiatives, pacing calendars and curriculum

· Edit and maintain final drafts of integrated curriculum as needed

· Support teaching artists to continually revise, improve and align curriculum

· Write additional curriculum as needed

Plan and run professional development focused on best practices in arts integration, academic mindsets and race and social justice for Highline CSI teaching artists and teachers participating in the program
Monitor supply budget, PD costs and other program expenditures

Contribute to the development and execution of a plan for the sustainability of the program in Highline public schools. 
Contribute to fundraising efforts as they pertain to the program
Contribute to Arts Corps’ initiatives around race and social justice

Perform other tasks as required

Skills/Qualifications:
· Bachelor’s degree required, relevant Master’s degree preferred (can substitute 5 years of arts integration experience for Bachelor’s degree)
· 3-5 years program management or project management experience (5 years preferred)

· Experience in arts education and knowledge of current issues in the field of arts education
· Experience researching and developing curriculum for professional development 

· Experience with education standards (teaching, program, content) 

· Experience with youth development

· Solid experience or knowledge about the work of non-profits

· Effective written and oral communication skills

· A commitment to producing consistently high quality, detailed work 

· Strategic and critical thinking to proactively identify challenges and thoughtful solutions 

· The ability to learn quickly, adhere to tight deadlines, work in a fast paced environment and multi-task effectively 

· The ability to synthesize feedback from multiple stakeholders, generate actionable next steps and apply lessons learned 

· The ability to work well independently while collaborating with others on meeting common goals 

· Flexibility in a context of rapidly changing priorities; ability to move a project forward through ambiguous circumstances 

· Commitment to racial justice and anti-oppression

· Solid computer skills (Word, Excel, etc.)

Highline Public Schools is one of the highest poverty, most diverse and lowest performing school districts in its region. This district serves nearly 19,000 students, many of whom are students of color and/or from low-income families, including many different immigrant and refugee populations. Because of these factors, Arts Corps is especially seeking applicants who have experience in and a passion for working for racial and social justice. People of color are strongly encouraged to apply.
To Apply: Send resume and cover letter to dd@artscorps.org and write “Creative Schools Program Manager” in the subject line. Position open until filled; applications received by February 15th will receive priority for review. 
Arts Corps is a 501(c)3 tax-exempt organization.  Contributions to Arts Corps are tax deductible.

4408 Delridge Way SW, #110, Seattle WA 98106  p:206.722.5440  f:206.722.5459  www.artscorps.org
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