
Grace-St. Luke’s Episcopal School 
Head of School 
Job Description 

The Head of School is the sole employee of the Board of Trustees and serves as the chief administrator 

and educational leader of the school.  The Head has overall responsibility for the management of the 

school.  The Head is the school’s visionary leader and principal institutional spokesperson to all of the 

school’s constituents. The Head leads and directs the school’s administrative team to accomplish stated 

goals in the School’s strategic plan to achieve the school’s mission, which is to prepare boys and girls to 

become creative problem solvers, confident lifelong learners, and responsible citizens in their 

communities and the world.  

For the next Head of GSL, the Board is seeking an individual with: 

• Exceptional communication and interpersonal skills and the executive presence to inspire the 
confidence and trust of the leadership team, faculty, students, parents and greater GSL 
community. 

• The ability to lead innovative strategic planning for the school and the fortitude and confidence 
to carry out and achieve the strategic goals approved by the Board.  

• The energy and enthusiasm to engage in regular community activity that not only advances GSL’s 
strategic goals but also situates the Head to solicit financial support for the school. 

 
The operational and management duties of this position include: 
 

• Work closely with the Executive Committee and the Board of Trustees; communicate clearly and 
timely on matters impacting the school; function as an ex-officio member of all standing 
committees and participate in their meetings; and provide assistance in setting various agendas.  

• Maintain effective communications and a positive relationship with Grace St. Luke’s Episcopal 
Church, Rector and Vestry.  Understand the relationship between the church and school as 
outlined in the Church-School Agreement. Establish a collegial relationship with the Rector who 
also serves as Rector of the school. Work with the Rector regarding religious education curricula, 
parish calendar, shared space, shared expenses and canonical issues. Ensure that the Episcopal 
Identity of the school and exploration of spirituality remain high priorities in the school’s mission 
and community life. 

• Pursuant to the Board-approved budget, and as otherwise authorized by the Board, provide final 
approval for financial affairs, including the management and use of scholarship and endowment 
funds, tuition and fee schedules, debt service and bank negotiations, and give final approval of 
the faculty/staff salary scales, stipends and benefit packages.  

• Determine the school’s organizational structure and ensure that the right people are hired and 
retained for the right positions and supported in their growth and professional development.  

• Periodically evaluate strengths and weaknesses of current curriculum and program with 
appropriate division heads; provide leadership and support for the development and 
implementation of new curricular components and programs as necessary.  Focus energy on 
adjustments that will ensure GSL remains an exemplary model of academic excellence in the PK-
8th grade learning environment.  

• Ensure that the school provides a safe environment, that campus-wide facilities and grounds are 
well-maintained, and that its technology is continually upgraded to be state-of-the-art. 

• Ensure that the school maintains its accreditation status by complying with its current accrediting 
agency’s standards. 



• Ensure that appropriate accounting systems and internal controls are in place and maintained, 
and provide regular financial reports to the Board of all funds and assets of the school and all 
income and expenditures pertaining to its operations. 
 

The successful candidate for this position will possess the following skills and qualities: 
 

• Takes great joy in the company of children. 

• Demonstrates a dedication to the cultivation of children’s intellectual, spiritual, social, physical and 
emotional development. 

• Ability to recognize, embrace, and implement best-practices to achieve academic excellence and 
prepare students for success in high school, college, and into their careers, and the ability to 
implement and enrich established curriculum.  

• A careful listener and life-long learner who possess a growth mindset and eagerness to explore new 
ideas and approaches. 

• A person with a keen intuition and self-confidence who is able to be a strong but compassionate 
leader. 

• Is spiritually grounded and demonstrates informed respect of diverse religious traditions and beliefs.  

• Is a courageous leader who is able to stay the course to achieve long-term strategic goals. 

• Is committed to respecting the dignity of every human being; embracing, respecting, and celebrating 

diversity, and striving for all members of our community to have a sense of belonging. 
• Inspires respect and trust; displays passion and optimism. 

 
The following are required qualifications for this position: 
 

• Master’s Degree in an applicable field. 

• Minimum five years of applicable experience in an academic setting. 
 


