
Swallowtail Waldorf School & Farm 

 

Job Description: Administrator 

Reports To: Board of Trustees 

FLSA: Exempt 

 

General Summary 

The Administrator is responsible for the day-to-day and long-term management and 

leadership of Swallowtail. They work collaboratively with all sections of the school to steward 

the implementation of Swallowtail’s mission and values, and take on the task of advancing 

the strategic vision as defined by the Board of Trustees. The Administrator supports the 

Faculty’s curricular goals as well as its work related to student and faculty care. An 

understanding and support of the principles of Anthroposophy and Waldorf Pedagogy are 

essential and the Administrator collaborates with the Faculty to promote these principles 

throughout the school. Through partnership with the Board of Trustees all business 

operations, policy creation, financial and legal health are facilitated through the 

Administrator. A strong relationship with the Parent Association is vital in the care and 

support of a vibrant and active community. The Administrator works out of an 

understanding of servant leadership, reports to and is accountable to the Board of Trustees. 

 

 

Knowledge, Skills and Abilities 

● Bachelor’s or higher degree from an accredited educational institution; Master’s degree 

preferred 

● Experience in and commitment to Waldorf education and philosophy; AWSNA accredited 

teacher or administrative training preferred 

● Successful leadership and management experience while supporting and communicating 

with a diverse community 

● Ability to think strategically for short term solutions and long term planning and strong 

analytical and abstract reasoning skills 

● Proven success in financial management 

● Familiarity with current best practices in independent and Waldorf schools 

● Ability to work independently and adapt to a continually evolving environment 

● Strong interpersonal and communication skills in both presentation and written form 

● Works collaboratively while upholding a positive working environment and has the ability to 

maintain a professional and accessible presence within a school community 

● Additional areas of management include farm, facilities, extended care, and custodial staff. 

 

About Us  

In 1995 Swallowtail School was founded based on environmental education and Waldorf 

principles which have carried us to the dynamic learning institution that we are proud of today. 

Program offerings include: Parent Child Classes, a full Early Childhood Program, and Grades 



One - Eight, with an average class size of 18. Our 6.5 acre main campus is located in northwest 

Oregon in the city of Cornelius (a small suburb of Portland).  

Our farm campus is located on 26 acres with a farmhouse and barn, productive farmland, 

woodlands, biodynamic gardens, outbuildings and a meandering creek. The land provides an 

outdoor classroom for our students.In addition, much of the curriculum is interwoven with farm 

activity involving anything from simple chores and harvesting, to erecting temporary shelters 

and caring for livestock. Swallowtail Farm is held deeply in the hearts of our community and 

most of our seasonal festivals are celebrated here. 

Swallowtail School is AWSNA and WECAN recognized. 

For more information about our school please visit our website: swallowtailschool.org 

 

Please submit the following information by Friday, December 14th, to 

Adminsearch@swallowtailschool.org: 

● Resume 

● Letter of Intent that includes the answers to these questions: 

1. What brought you to Waldorf education and, specifically, to Swallowtail Waldorf 

School and Farm? 

2. What has prepared you for this role? 

3. What are you looking for in a school community? 

● Letters of References: (1 or 2) 


