
COVID Coordinator/Substitute Teacher/Office Assistant

The Miquon School is seeking an additional staff person to help in several areas through June
2022.

Miquon is an environment in which adults and children treat one another with respect, where
tradition is important but change is valued, and where the natural world outside every classroom
door is a place for everyone to learn and play. The workplace atmosphere is informal, energetic,
and supportive. Miquon is a community that values racial, ethnic, economic, religious, gender,
and social diversity and we seek applicants who represent and broaden that diversity. The
Miquon School has a comprehensive COVID risk mitigation plan and has been open since
September 2020 with zero COVID spread on campus and very few cases in the student/staff
community.

The entire staff at Miquon has been vaccinated against COVID and share an understanding that
our own COVID-related behavior is an additional mitigation factor in protecting our unvaccinated
student population.

This is a full time position, 7:30am -3:30pm.

Approximately 30% of the position will support our COVID mitigation plan. Training and support
will be provided for these essential responsibilities, which include the following:
● Helping with both routine COVID testing of asymptomatic students and with rapid testing of

students with very mild symptoms.
● Responding to parent inquiries about COVID testing/possible symptoms. The new employee

will be mentored and supported through a training period with these processes.
● Track the health information reported by families.

Approximately 40% of the position is substitute teaching/covering in classrooms on a variable
basis.

The remaining 30% of the position is general office/administrative help, and specifically learning
about and helping with tasks related to busing and van transportation, Admissions, and
Exmissions.

Desired Qualifications:
● Three to five years of relevant full-time experience working with children, preferably in an

elementary school setting and a willingness to learn about COVID testing in a
non-healthcare setting.

● AND/OR three to five years relevant full-time health care experience, preferably with
children.

● Excellent organizational skills and attention to detail.
● Basic computer skills including email and Google Suite. Familiarity with databases like

Filemaker is a big plus.



● Excellent interpersonal and communication skills, and the ability to engage in a warm and
welcoming manner with many different kinds of people.

● Strong leadership and interpersonal skills, allowing one to work effectively with colleagues,
solve problems, and represent Miquon in the community.

● Demonstrated ability to be a self-starter and work independently, meet deadlines, and
manage multiple projects at once.

● Personality and disposition that are characterized by creativity, attention to detail, intellectual
curiosity, and a sense of humor.

This position is for the time period November 1, 2021 - June 30, 2022 with the opportunity for a
permanent position. The salary is $30,000. Miquon offers a benefits package that includes
health, dental, and life insurance, tuition remission, and vacation.

This position reports to the Director of Development.

Application Procedure
Please send your resume and cover letter addressing your skills and experience in the areas
listed above to resumes@miquon.org.


