
   ADMINISTRATIVE ASSISTANT 

Children are at the center of what we do. School Readiness Consulting (SRC) is a leading 
national organization with expertise in early education. SRC integrates strategic thinking, best 
practice, and evaluation to transform early learning and affirm the right of all children to thrive. 
SRC’s partnerships and projects promote our vision of equitable early learning experiences that 
support each child's success, leading to a better world. The SRC team makes active efforts to 
maintain our positive and collaborative work environment, and to ensure that our work aligns 
with our mission. We take pride in being a great place to work. 

POSITION OVERVIEW 

The Administrative Assistant supports the overall operations of School Readiness Consulting 
and contributes to the advancement of our organizational goals and, ultimately, the young 
children who are impacted by our programs and services.  Responsibilities include making 
travel arrangements, ordering supplies, filing, copying, preparing for meetings and trainings, 
inputting data, assisting with scheduling, updating the website and contributing to SRC’s social 
media presence. The Administrative Assistant reports to the Finance and Operations Manager.   

CORE QUALIFICATIONS    

• A commitment to equity for all children 
• Minimum of an Associate’s degree required 
• Exceptional attention to detail 
• Highly proficient in MS Office, Google Apps, Mac applications and social media 
• Excellent writing and communication skills 
• Ability to work in a fast-paced environment 
• Enthusiasm about taking ownership of and responsibility for assigned tasks  

COMPENSATION 
Compensation is commensurate with experience; a competitive benefits package is provided.  

TO APPLY  
Send a resume and cover letter to jobs@schoolreadinessconsulting.com, indicating in the 
subject line the position title for which you are applying.  

As an equal opportunity employer, School Readiness Consulting hires without consideration to 
race, religion, creed, color, national origin, age, gender, sexual orientation, gender identity or 
expression, marital status, veteran status, disability, or any other category protected by 
applicable law.  


