WILDCAT CANYON

L COMMUNITY SCHOOL

Position(s): Office Manager/Registrar 2026-2027
Wildcat Canyon Community School

Job Status: Full-time Exempt
Compensation Range $70,304 - $74,807 depending on experience
Benefits: Excellent Benefits are offered, including medical, dental, vision, and retirement

plan, plus tuition remission. 100% health coverage for employee, and 80% for
dependents/20% spouse.

Wildcat Canyon Community School currently seeks a dedicated administrative professional to join a
diverse and dynamic group of existing faculty and staff members as an Office Manager/Registrar for the
2026-2027 school year. The Front Office Manager/Registrar serves as the central hub of the school
community, providing administrative, operational, and records-management support for students,
families, and staff. This role combines front office management, student enrollment and records
administration, food program coordination, and general school operations.The front office is open from
8am to 3:30pm every day and is the primary responsibility of the Front Office Manager to ensure it is
staffed by themselves or a parent volunteer. Applicants should possess strong organization and
communication skills, excellent attention to detail and ability to manage multiple priorities. Ability to
maintain confidentiality and work collaboratively with children, families and colleagues ia must. Previous
school, office or administrative experience strongly preferred.

About Wildcat Canyon Community School (WCCS)

WCCS is a Waldorf AWSNA associate member school. An independent, coed school, WCCS serves more
than 190 students from preschool through middle school on a remarkable 11-acre hillside campus with an
additional 80 acres, which provides endless opportunities for outdoor classroom experiences. We are
currently thriving in our fifth year as a parent/teacher cooperative that blossomed from the East Bay
Waldorf School. We are a collective of teachers and staff reimagining the Waldorf curriculum in an effort
to bring it to current times to meet the children of today.

We are looking for staff members who will join us in cultivating a school resonant with the impulses of
Waldorf education: a development of the “head, heart, and hands” in children, which offers them a
holistic education in service of supporting the development of free-thinking human beings who can make
their unique contributions to the future - while simultaneously, centering diversity, equity, and inclusion
through curriculum, stories, and festivals.
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Key Responsibilities

Front Office & Community Support

Serve as the primary point of contact for families, visitors, and staff.

Organize front office parent volunteers to supplement desk coverage throughout the day.
Manage front desk communications, including phone, email, and in-person inquiries.
Support student health and safety needs and maintain related records.

Coordinate mail, deliveries, office supplies, and general office operations.

Maintain a welcoming, organized, and professional front office environment.

Student Records & Enrollment

Manage student enrollment, onboarding, and records maintenance.

Maintain attendance, emergency contact, health, and academic records.

Ensure compliance with state and school requirements, including immunization reporting.
Process transcripts, cumulative files, and enrollment documentation.

School Operations

Coordinate food ordering and distribution for school programs.

Support field trip logistics, volunteer driver records, and event coordination.

Manage inventory and supplies for classrooms and shared spaces.

Provide administrative support for day to day functions such as sign -in sheets, aftercare lists,
school reports, communications, tours, and enrollment events.

Support and attend school functions and enrollment events such as Back to School Night, Open
Houses, Work Days, and festivals. These events do occasionally fall on nights and weekends.

Qualifications

Friendly and approachable individual who enjoys engaging with families, supporting children,
and fostering positive relationships.

Strong organization and communication skills (written and verbal)

Ability to work collaboratively with other faculty, school administrators, and guardians in our
non-hierarchical Sociocratic governance structure

Excellent attention to detail

Ability to maintain confidentiality

Respond flexibly to the evolving needs of the school community and perform other duties as
assigned



WILDCAT CANYON

COMMUNITY SCHOOL

e Fluency in a language other than English desired
e Previous school, office or administrative experience strongly preferred
e Interest in or experience with Waldorf education (desired, but not required)
e Desire to plant roots and grow with us
Anyone interested in our school should apply.
How to Apply

Please send your letter of interest, resume, and the names and contact information of three references to
jobs@wildcatcanyon.org

Wildcat Canyon Community School is an Equal Opportunity Employer and welcomes applicants of any
color, race, gender, sexual orientation, and all ethnic, national, cultural, social, and religious backgrounds.
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