
Director of Organizational Development

About C5 Children’s School

Since 1985, C5 Children’s School has provided children from the ages of 6 weeks to
5.9 years old with safe, nurturing, and educational spaces to learn, grow, and thrive.
We’re committed to teaching children how to become highly capable and caring
learners, critical thinkers, and productive community members at our three schools
located in the heart of San Francisco.

At C5, we pride ourselves on fostering a vibrant and inclusive learning environment
that values creativity, collaboration, and continuous improvement. Our
commitment to excellence in education is evident in our dedicated faculty,
cutting-edge learning programs, and our embrace of diversity and sustainability.

In all aspects of our work, we maintain the characteristics of continuously learning
and improving and an atmosphere that is joyful, exciting, caring, compelling,
engaging, and rich with creativity, surprises, and the promise of great potential —
not just for our students, but for our staff as well.

About the Position: Director of Organizational Development

A core member of our leadership team, you will collaborate with the Director of
Operations, the Director of Curriculum, and the Board of Directors to spearhead
strategic initiatives at C5 Children’s School. With a focus on admissions and
enrollment, fundraising and financial oversight, administration and governance,
human resources, marketing and public relations, and advocacy and community
building, this role presents a unique opportunity to lead with impact and make a
meaningful difference in the lives of our students and their families.

As the Director of Organizational Development at C5 Children’s School, you will play
a pivotal role in creating an environment that nurtures curiosity, sparks creativity,
and lays the foundation for a lifelong love of learning. In this key position, your
influence will extend beyond the classroom, making an impact on children, their
families, our staff, and communities across the San Francisco Bay Area.



Responsibilities

The Director of Organizational Development will lead critical initiatives for C5
Children’s School, including:

1. Admissions & Enrollment Program Management

● Manage the school’s admissions and enrollment programs.
● Run an admissions process that actively promotes C5’s philosophy through

tours, Open Houses, and preschool fairs.
● Engage in one-on-one conversations with prospective families.
● Actively recruit applicants from a wide range of economic, ethnic, cultural,

and family backgrounds.

2. Fundraising & Financial Oversight

● Spearhead fundraising and development initiatives, identifying and pursuing
funding opportunities and grants.

● Represent and sign for the organization as Executive Director on legal and
financial documents.

● Collaborate with the Board Treasurer to ensure fiscal responsibility in all
areas of the School, including reviewing financial reports and producing the
annual budget with the Treasurer and Board.

● Manage and reconcile accounts payable and accounts receivables, in
conjunction with the bookkeeper.

● Review all financial reports with the Board of Directors.
● Execute family contracts during the school year and subsequent family

billing.

3. Administration, Governance & Human Resources Management

● Define, refine, and document financial, human resources, and operational
procedures, utilizing the support of an HR consultant, bookkeeper, or
employee attorney, as needed.



4. Marketing and Public Relations

● Represent C5 Children’s School as the “Executive Director” in public relations
opportunities, maintaining relationships with families, communities,
stakeholders, and local media.

● Implement marketing and public relations strategies to amplify the
organization’s visibility across traditional and digital media channels,
including managing website projects with C5 directors and website
consultants.

● Orchestrate community outreach through C5's social media platforms,
creating a compelling online presence for the school.

● Stay current on industry trends and advancements in childcare management
systems, serving as a subject matter expert for marketing and PR initiatives.

5. Advocacy & Community Building

● Champion the organization's mission and goals through advocacy efforts.
● Spearhead building and engaging the C5 Community with newsletters,

community events, workshops, community service learning, and social
events.

● Cultivate and sustain partnerships with other Early Childhood Education
(ECE) organizations, fortifying collaborative efforts.

● Represent the school professionally with external agencies, other
educational institutions, and at industry conferences.

● Explore and implement sustainability initiatives, including eco-friendly
practices and resource conservation.

Required Qualifications

● Extensive expertise in early childhood education, combining hands-on
teaching experience with a profound understanding of best practices.
Specialized knowledge spans various areas, including the understanding of
key educational philosophies and practices encompassing project based,



inquiry based progressive learning styles, developmentally appropriate
practices, early childhood mental health, and social-emotional learning (SEL).

● Experienced in ECE program management and leadership, and an advocate
for ECE and related initiatives

● Understanding and acceptance of Diversity, Equity, and Inclusion values
● Commitment to sustainable and environmentally-conscious operations
● Marketing and public relations experience
● Sales orientation and skills
● Strong planning skills: Structured, dynamic, short-term, medium, long-term,

and strategic
● Fiscal management and accounting systems
● Fundraising skills and expertise
● Effective communication, networking, and people skills
● Organized, visionary, tech savvy, creative, and resourceful
● Dependable and true to C5’s core philosophy and practices

Preferred Qualifications

● Masters Degree in Child Development or related field
● Child Development Program Director Permit from CA Commission on

Teacher Credentialing
● Experience in non-profit administration and governance

Compensation & Benefits

● $100,000 - $115,000 starting annual salary
● Annual individual professional development funds
● Full health, vision, and dental insurance
● Individual retirement plans, including employer contribution
● Commuter benefit program
● Thirteen paid holidays per year
● Fifteen paid set vacation days per year; additional for long-term staff
● Four personal days per year



● Twelve sick days per year
● Special study, seminars, workshops, conferences in line with individual staff

interests

Application Instructions
To apply, please email your resume to m.loyola@c5children.org. If you have any
questions, you may call or text 925-466-5395.

mailto:m.loyola@c5children.org

