
Job Description for the Director of Talent

Students who attend Chicago Jesuit Academy (CJA) will be the next generation of leaders in the
City of Chicago. Talented people who wish to be employed by Chicago Jesuit Academy must
demonstrate a past and continued commitment to academic excellence, professional development
and the Jesuit ideal of being men and women for others. Strong candidates are disciplined workers,
compassionate listeners and tireless advocates for the children they serve. Most importantly, they
recognize that Chicago Jesuit Academy will ask them to approach their work as a vocation and
make substantial contributions of their time and talents in the service of the students, alumni and
families of CJA. Visit our website (www.cjacademy.org) to learn more.

Chicago Jesuit Academy is seeking a Director of Talent. This is a new position.

The Director of Talent reports to the President and will:

1. Work closely with the President and the Executive Team to set CJA’s strategy and vision for
recruiting, hiring and onboarding a diverse and high-quality team of teachers and staff.

2. Strengthen existing relationships and build new relationships with local schools, universities and
alternative teacher certification programs to create a pipeline of talent to CJA and deeper
partnerships with those organizations.

3. Manage the recruitment pipeline; communicate with potential candidates; conduct recruitment
meetings and events; screen prospective candidates; and input and maintain recruitment data.

4. Manage special projects related to compensation, performance management and talent
development.

The number of students enrolled at CJA will more than double across the next six years as part of
CJA’s 50,000-sq.-ft. campus expansion and the creation of CJA’s new girls’ program. During that
time, CJA’s High School Bridge program will also grow to serve 1,600 students and families at 18
elementary schools throughout Chicago. The Director of Talent will play an essential role in
supporting this growth and will be responsible for developing a talent pipeline to CJA that will
enable the size of CJA’s faculty and staff to double. The Director of Talent ought to have an
entrepreneurial spirit, enjoy building systems and structures, and be comfortable operating in
undefined and challenging spaces.

Key responsibilities:

● Develop recruitment, hiring and onboarding strategy that will enable Chicago Jesuit
Academy to reach recruitment and hiring targets.

● Source and conduct outreach to qualified candidates.
● Build and maintain relationships with key stakeholders at partner organizations to maximize

outreach efforts and promote Chicago Jesuit Academy’s mission.



● Act as a main point of contact for a pipeline of prospective candidates and applicants,
guiding them through the application process and mentoring those who receive an offer of
employment.

● Create, track and measure recruitment metrics in Salesforce and ensure necessary insights
are collected and shared with CJA’s Executive Team and other stakeholders.

● Analyze data to improve recruitment strategy in response to successes and failures.
● Collaborate with CJA’s Executive Team on communications strategy to support recruitment

efforts.
● Manage the hiring-related decision process by reviewing applications, interviewing

candidates on an ongoing basis and collaborating with the Executive Team and other
stakeholders to improve and refine our existing hiring processes.

● Take responsibility for the onboarding process for all new employees. This will include
reviewing and updating onboarding materials as needed with the Executive Team to ensure
a comprehensive onboarding process for each new hire.

● Complete special projects related to compensation, performance management and talent
development.

● Annually review, edit and update employee handbook and related materials with the
Executive Team.

The ideal candidate will:

● Have successful experience in recruitment, preferably serving schools or school networks in
Chicago.

● Have exceptional relationship building and communication skills.
● Be proficient in Microsoft Office and Google Suite with experience in Salesforce as well.
● Be adept at getting great people on the “CJA bus” and helping the Executive Team finding

the best available role for any excellent teacher candidate or staff candidate.
● Serve as a public face of CJA and be able to communicate effectively with students, alumni,

parents, benefactors, board members, community partners and the broader community
around CJA.

● Be detailed-oriented, have exceptional organizational skills and be someone who
consistently covers any base they say they will cover with skill and grace.

● Embrace the Catholic and Jesuit identity and mission of CJA and be sincerely committed to
building a diverse, equitable and inclusive school community. The Director of Talent will
believe all children deserve a high-quality education and a school community where they
feel they belong.

● Support the efforts of CJA’s Development Team by sharing their work and the work of CJA’s
students, teachers and staff with benefactors who support the scholarship needs of our
students.

● Not be perfect. When the Director of Talent makes a mistake, they will take responsibility for
the mistake and do what is necessary to fix it.

Education and Experience:



● Bachelor’s degree; a minimum of 4+ years of experience in talent acquisition; Spanish
fluency preferred

Work Demands:

● Ability to travel as needed beginning in 2022
● Willingness to work some evenings

Cover letter and resume due: ASAP

Projected start date: ASAP

Submissions and inquiries to:

Mr. Matthew Lynch, President

The Gies Campus of Chicago Jesuit Academy at Resurrection Campus

5058 W. Jackson Blvd.

Chicago, IL 60644

773.638.6103 (main line)

773.638.6107 (fax)

Chicago Jesuit Academy Mission Statement

Mission: Chicago Jesuit Academy is a loving and academically rigorous tuition-free Catholic
elementary school for students and families from resilient communities impacted by historical
disinvestment. We accompany our students and alumni from enrollment through the start of their
careers as they develop their gifts and grow as men and women for others.

Means: Located in Austin on Chicago’s West Side, CJA admits students to all grades in our lower
and middle school without regard for their race, ethnicity or religion, and CJA enrolls 3rd-, 4th- and
5th-grade students without regard for their past levels of academic achievement.

We use small class sizes, extended school days and an 11-month school year to give personal care
to our students and help them develop as whole persons.

We accompany our alumni on their unique paths to meaningful employment and support them
throughout high school, their post-secondary education and the start of their careers, always
welcoming them back as leaders at CJA and in the broader community.

CJA students, alumni, parents, faculty, staff, volunteers and benefactors listen to and learn from
one another and make disciplined sacrifices to accomplish our shared mission.



We partner with other schools and the broader community to create access to better educational
resources, confront systemic racism and remove obstacles to educational equity.

We call one another to find God in all things and be men and women for others who are open to
growth, loving, religious, intellectually competent and committed to doing justice.

Chicago Jesuit Academy, in accordance with our Jesuit tradition, is committed to fostering a diverse
community of outstanding faculty, staff and students, as well as ensuring equal educational
opportunity, employment, and access to services, programs and activities, without regard to an
individual’s race, color, national origin, religion, age, disability, sex (except in matters of admission
and enrollment), gender identity/expression, sexual orientation, marital status, pregnancy,
predisposing genetic characteristic or military status. Employees, students, applicants or other
members of the CJA community (including but not limited to vendors, visitors, and guests) may not
be subjected to harassment that is prohibited by law or treated adversely or retaliated against based
upon a protected identity.

Job Type: Full-time

Pay: $70,000.00 - $95,000.00 per year

Benefits:

● 401(k)
● 401(k) matching
● Dental insurance
● Employee assistance program
● Health insurance
● Health savings account
● Life insurance
● Paid time off
● Professional development assistance
● Retirement plan
● Tuition reimbursement
● Vision insurance

Schedule:

● Monday to Friday

Supplemental Pay:

● Bonus pay

COVID-19 considerations:



Per CDC, IDPH and ISBE guidance, all persons at CJA are currently required to be masked in all
public multi-person spaces at Chicago Jesuit Academy. In addition to masking and hand hygiene
requirement, CJA has excellent indoor air quality.

Ability to commute/relocate:

● Chicago, IL 60644: Reliably commute or planning to relocate before starting work (Required)

Experience:

● recruitment: 3 years (Required)

Work Location: One location


