
Operations/Services Coordinator for Inclusive Early Childhood EdTech Startup

Job description:

We are currently reviewing candidates who can work remotely from Massachusetts or New

Hampshire and who are interested in a 2 year commitment with room to grow their role at our

fast paced, social-impact focused startup. We can only provide interviews to candidates who

complete the Indeed Phone screen, skills assessments, and provide a cover letter specific to

our company and this role. You can find the Indeed posting here:

https://www.indeed.com/job/operations-services-coordinator-inclusive-early-childhood-edtech

-startup-6a3bd87955372821

Who you are:

You have the precision to keep things on track and the warmth to be a welcome first point of

connection for a team member or client. You thrive in an environment where frequent,

transparent communication is desired and given. You have experience communicating through

writing and via video call/phone for various purposes including client facing and partner facing

messages. You know how to keep complex calendar's aligned, identify tasks you can take on,

and you're not satisfied until problems are solved. You are excited about using your talents to

deliver on a set of clear core tasks, but motivated by working for a social impact mission with

lots of room to grow around your interest and talents alongside an inspiring team. You have a

knack for building the strong interpersonal relationships that build trust and ensure our highly

collaborative team can be successful. You are a professional with experience from the fields of

administration, education, inclusion, operations, office management, patient care, human
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resources, or professional assistant work. You desire to use your skills to fuel the growth of an

appreciative and collaborative team working to always do what's best for children.

What you will do:

You'll be the virtual front desk for a team of special education practitioners helping us

coordinate services for our Boston-based learners. You'll be the first point of contact for

client's seeking new services. You'll additionally have a front-row seat to many aspects of an

early stage startup providing administrative support to the leadership of both our service work

and our user research for our software.

Your deep respect for families and children ensures that you demonstrate professional care in

all interactions. Your precision helps maintain our reputation of reliability for students, accuracy

for billing, and keeps the Education Team feeling supported by your detailed and efficient

handling of Operations tasks.

Job requirements:

We want you to thrive at Learning Seeds! To do that, you need to:

● Be warm and comfortable on video chat, working mostly online with a remote team.

● Communicate efficiently, write clearly, and respond intentionally (Professional Level of

English).

● Have experience with our tech stack or a willingness to engage in self teaching in time

for your interview along with the transparency to explicitly state both what you know

and what you think you can learn. We use: Asana, Slack,G Suite, Zoom, Bit bucket,

Otter.ai, Loom Trainual, Connectteams, Acuity, Quickbooks and our proprietary

software “Solutions Grid”

● Support the recruiting, onboarding, training, scheduling and warm supportive

offboarding of employees.

● Excel at Scheduling: Coordinating the master student session calendar and setting up

sessions scattered across the Greater Boston area for each practitioner with ample time

for practitioners to prep and wrap up each session.

● Prepare weekly calendars and spreadsheets to ensure proper and accurate

compensation each payroll and billing period.



● HR related tasks: Weekly HR check ins/support meetings for the team to talk through

what’s working/what’s not working with new schedules, where they need extra support,

any systems that need improvement.

● Prepared to be client facing (remotely) daily with professional appearance, attitude and

access to strong internet.

● Be available for early starts. Our education team often departs at 6am for sessions.

You'll have flexibility to schedule large portions of your week within our 6am to 6pm ET

open hours.

● Our team typically meets remotely on Zoom, but there are some opportunities for in

person retreats if you are a local employee.

Who we are:

Great network, Great team, and the Freedom to make your mark!

Learning Seeds is a Social Benefit Corporation . We are educator led, technology driven, and

focused on scaling great teaching without promoting educators away from children. Our

support for children is based on novel techniques to build positive social habits which expand

the child’s autonomy and follow the child’s motivation to spark authentic social interest and

connections.

Three short explainer videos about our methodology, software, and work can be found here:

https://learningseeds.com/student-services

What are we up to at Learning Seeds?

● A full caseload of Boston based students and an in person interdisciplinary team of

specialists who are working directly with students in local playgrounds, camps, and

schools

● Running research projects to UX test our professional development software

● Using transcription headsets to capture and share best practices from expert

practitioners without promoting educators away from direct work with children.

● An autism inclusion validation of Learning Seeds methodologies project in collaboration

with researchers at BU

● Pursuit of an SBIR grant to pilot our work in public schools



● Outreach to other Early Childhood and SaaS companies as part of integration pilot

planning

● An online pilot of our STEM pretend playground program targeting social skills in an

online one to one session rich with coding and computing exposure and lots of visual

supports for developing language and cooperation skills.

● A website rebuild and a Thinkific course for parents on utilizing our methods to help

everyone join in and play.

Benefits and perks of working at Learning Seeds:

Remote work with a well-connected team.

Work with nice people; we’re preschool educators after all, we share our toys and we care

about everyone growing.

Some scheduling flexibility.

Technology equipment, cell phone package, and equipment coverage.

Health, dental and commuter benefits.

PTO

Thoughtfully planned onboarding, career growth check-ins, and warm offboarding to keep your

transitions positive on your journey as a candidate, valuable employee, or Learning Seeds

Alumni

Exposure to research, technology, and education leaders and top tier Startup communities

2-5 hours of weekly collaboration and support.

Our company is legally designed to value employees and children over profits:

Learning Seeds is a Social Benefit Corporation registered in MA. More info about working

for a Social Benefit Corporation: (https://tinyurl.com/y579g4xx)

Compensation Ranges:

Entry level positions come with additional mentorship and support, and start at a our Boston

area livable minimum wage of $15 per hr. Wide range of salary growth possible commensurate



with experience and leadership for your role. Additional compensation tied to deliverables

and/or higher pay ranges reserved for candidates with expertise in our field and operations who

can self manage and co-design an expanded role that covers exisiting needs and fuels

revenue-facing growth. Candidates with a strong culture fit and aptitude for operations who will

learn on the job can expect mentoring and support to master the role and compensation would

begin at the first third of our pay range. We welcome candidates from all ranges of expertise

who are passionate about working collaboratively to support and scale supports to help

everyone thrive in the teachable moment.

Application instructions:

We receive hundreds of applications for every posting and cannot respond to incomplete

applications. We will only review complete applications and we only consider candidates who

are able to legally work in the state of Massachusetts, USA.

Please submit a resume, detailed cover letter:

Your cover letter should share your honest and detailed statement of interest specific to

our company and projects.

Submit materials via email to the attention of the Careers Team at

Careers (at) LearningSeeds.com

We are currently reviewing candidates who can work remotely from Massachusetts or New

Hampshire and who are interested in a 2 year commitment with room to grow their role at our

fast paced, social-impact focused startup. We can only provide interviews to candidates who

complete the Indeed Phone screen, skills assessments, and provide a cover letter specific to

our company and this role.

Select Candidates will be invited to a Four Round Interview process which typically takes about

2 weeks and includes phone, writing, and zoom task interview rounds. We can schedule these

rounds more expediently if you require. At the close of this process you will know our work

culture and our team well. We are seeking candidates who agree we are an excellent fit for their

career goals and can make at least a two year commitment to the company with room to grow

in their role.



LearningSeeds.com---Nurture the Teachable Moment

Job Type: Full-time

Pay: $15.00 - $24.00 per hour


