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Job Description: CEE-Trust Assistant Director 
About The Mind Trust 
The Mind Trust is a nonprofit striving to ensure that every student in Indianapolis has the opportunity to receive 
an excellent education. The Mind Trust is building a network of the nation’s highest-impact education initiatives, 
helping to launch life-changing schools, and advancing bold plans for transforming the city’s education system. 
Since its founding in 2006, The Mind Trust has impacted more than 77,400 students through its work. 
 
CEE-Trust Overview 
In June 2010, The Mind Trust launched a network of city-based organizations that work together to support 
education innovation and reform. The Cities for Education Entrepreneurship Trust (CEE-Trust) was founded on 
The Mind Trust’s belief that city-based organizations—non-profits, foundations, mayors’ offices, and other 
reform-oriented initiatives—have tremendous potential to create a fertile climate for education innovation and are 
an under-tapped resource in the education reform space. They often share more than the desire to improve 
education in their cities: they also share a deep understanding of their local civic, political, business, and 
philanthropic sectors. By leveraging these connections with key stakeholders, city-based organizations can be 
powerful advocates for change. 
 
CEE-Trust is a convener, collaborator, and consultant for city-based organizations across the country. CEE-Trust 
serves as a vehicle for education reform champions to share lessons learned, identify common challenges, and 
develop partnerships across cities and states. CEE-Trust hosts annual full network events; sponsors working group 
in the areas of blended learning, governance reform, charter school incubation, and funding for reform; produces 
original research; and advises city-focused leaders on cutting edge strategies for driving reform. To date, CEE-
Trust has 27 members across the country.  
 
Position Overview 
The CEE-Trust Assistant Director will work in partnership with TMT’s Vice President and Director of CEE-Trust 
(Director) and the CEE-Trust Associate (Associate) to help grow and strengthen the network. The Assistant 
Director will focus on three core areas: designing and implementing new blended learning programming, 
providing consulting services to individual CEE-Trust member organizations, and supporting core network and 
operational activities. While the specific breakdown of activities and time allocated will vary based on the 
successful applicant’s unique skills and experiences, we anticipate the following division of responsibilities: 
  

• Design and Implementation of Blended Learning Programming (33%): As CEE-Trust expands its 
work we will develop new programming related to blended learning school models that leverage 
technology to personalize instruction, drive achievement gains, and create new efficiencies in the 
classroom. The Assistant Director will lead the design and implementation of this new programming, 
specifically:  

o Six city-based, one-day blended learning design workshops in selected member cities. These 
workshops will expose a broad cross section of educators from districts and charters to current 
best practices in the blended learning field, with the goal of dramatically increasing the number 
of blended pilots in place nationally;   

o A five-day intensive blended learning Summer Institute for the 20 most promising leaders who 
come through the city-based design workshops; 

o The implementation of blended learning related programming in working group and full network 
meetings.  

The Assistant Director will engage national thought leaders, consultants and blended learning experts in a 
rigorous workshop design and implementation process and will serve as a lead facilitator during the six 
workshops, Summer Institute, and various network events.    



• Needs Assessments and Consulting (33%): CEE-Trust aspires to significantly strengthen its efforts to 
connect with and support its individual member organizations. The Assistant Director will work with the 
Director to develop a new line of personalized consulting to each of our 27+ members. This will include 
visiting each organization in person, conducting a rigorously designed needs assessment, drafting a 
detailed organizational profile, and delivering a set of recommendations for how the organization can 
improve based on CEE-Trust’s growing knowledge of best practices in the network.     

• Operations and Additional Programming (33%): As a network, CEE-Trust frequently hosts events 
and strategy meetings with its members around the country. The Assistant Director will aid the Director 
and Associate in the planning and execution of CEE-Trust events, from major convenings to smaller 
working group meetings. Tasks will include agenda development, leading and moderating sessions and 
panels, and assisting with other event-related work on an as-needed basis. Because CEE-Trust is a lean 
organization, the Assistant Director will be responsible for making all of his or her travel arrangements 
for consulting trips and CEE-Trust meetings.   

 
The Assistant Director position is a new, grant-funded position and will be based off-site from TMT’s 
Indianapolis office. As such, the successful applicant must be comfortable and effective working through a 
virtually managed relationship. Additional duties and growth opportunities may emerge depending on the 
background and skill set of the successful applicant.  
 
Qualifications 
Candidate Profile and Experience Prerequisites 
• Commitment to and enthusiasm for The Mind Trust’s mission 
• Ability to operate with purpose, urgency, and accuracy in a fast-paced, deadline-driven environment 
• Excels at public speaking and relationship management  
• Master's degree preferred 
• Minimum of 5-7 years experience preferred 
• Knowledge of education policy and reform, education entrepreneurship, blended learning and charter schools 

required 
• Track record of leadership and measurable accomplishments  
• Ability to work independently and function in a virtual environment 
• Highly organized with demonstrated ability to work on several simultaneous tasks and projects 
• Excellent customer service instincts 
• Possesses a spirit of flexibility, an openness to feedback, and a commitment to continuous learning 
• Able to get results through others and prepare colleagues to execute 
• Critical thinker who displays good judgment in prioritizing problems to resolve and opportunities to pursue 
 
Compensation 
The Mind Trust offers competitive compensation commensurate with experience and a comprehensive benefits 
package including medical, dental and vision insurance, a 403b retirement plan with employer match, and paid 
time off. 
 
The Mind Trust is an Equal Opportunity Employer. 
Submit cover letter and resume to: 
Ethan Gray, Vice President and Director of CEE-Trust 
The Mind Trust 
CEE-Trust 
Email: egray@themindtrust.org 
Phone: 317-450-8443 
 


