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Intentional & Strategic Auxiliary Administration & Leadership 
● Welcome 
● Effective Leadership & Priorities
● Overview of the Yearlong Auxiliary Cycle

○ Break down the year into key phases (e.g., planning, enrollment, execution, evaluation).
○ Highlight seasonality & key deadlines - summer, after-school activities, & rentals...
○ Different buckets and hats we wear

● Strategies for Efficiency and Effectiveness 
○ Techniques for task prioritization (e.g., Eisenhower Matrix).
○ Tools for project management (e.g., Trello, Asana, Google Sheets, Marcie and Excel!).

● Maximizing Resources
○ Leveraging cross-departmental collaboration.
○ Delegation and empowerment of staff.
○ Building partnerships (e.g., vendors, schools, nonprofits).

● Driving Results
○ Setting measurable goals and tracking progress.
○ Strategies for participant engagement and retention.

● Tools



3 Challenges You/Auxiliary Programs Team is facing?
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What Does Effective Auxiliary Leadership Look Like?

● Visionary and tactician
● Independent and collaborative
● Entrepreneurial and implement “tried and true”
● Creative risk-taker and risk mitigator
● Multitask complex responsibilities and detail oriented
● Empower others - find, manage, and retain talent
● Effective Communicator
● Lead by example

4



Aside from being a skilled educator…

● The ability to design an experience, program, curriculum, or product, based on a deep 
understanding of what the audience and community values

● A creative self-starter with an entrepreneurial mindset
● A strategic thinker with the ability to implement change that drives growth in 

participation and revenue
● Business acumen, including a demonstrated ability to develop financial models for 

new programs and to manage a budget
● Expertise in marketing using a variety of technology resources including social media
● Excellent project management and organizational skills
● The ability to foster positive relationships with all constituencies in an independent 

school environment through excellent oral and written communication skills
● Strong analytical skills with the ability to quickly and regularly adjust strategy based 

on the school’s needs
● An independent and strategic thinker capable of understanding the full scope of 

projects while seeing individual tasks through to completion
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To Be Strategic - Understand Your Why and Who
● Strategic Priorities
● Key Tasks and Responsibilities
● Strengths and Areas to Work On
● Who is on your team - 

○ Auxiliary Program Team
○ Part-Time and others - hybrid postions
○ Internal Partners 



Circle which ones are 
important to you



How Do I Spend My Time? Real vs Ideal

Allocate your time Real vs Ideal - add up to 100%

● Program Development
● Marketing and Communications
● Finance/Budget Management
● Personnel and HR
● Operations
● Risk Management
● Professional Development
● Staff/Team Development
● Other 
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Are your 
investing in the 
right places?



How Do I Spend My Time? Real vs Ideal
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Activity REAL IDEAL

Program Development

Marketing and Communications

Finance/Budget Management

Personnel and HR

Operations

Risk Management

Professional Development

Staff/Team Development

Other

Are your investing 
in the right places?



Strengths Areas to Work On



Strengths Areas to Work On

● Decent Budgeting Skills
● Social Media - love Insta/FB, and LinkedIn
● Hiring - good sense of people
● Creative
● Quick Start
● Done this for awhile
● Good customer service skills
●

● Attention to detail
● Giving clear instructions
● Get distracted
● Have ideas but don’t follow through
● Out of the office too much - not consistent 
●



Auxiliary Team Internal Partners



Auxiliary Team Internal Partners

Full-Time
Director of Summer Programs
Assistant Director - LS Extended & Enrichment
School Store Manager
Rentals Coordinator
Director of Early Childhood

Part-Time
Baristas and Store Associates
Extended Day Staff
Enrichment partners
HW Club
Music Lesson Insutrctors

Positive
Health Services
Facilities/Security
Dining Staff/Catering
HR - onboarding, posting
Business Office - Payroll, AP/AR
Athletics

Need Improvement
Admissions
Communications
Academic Divisions
Advancement



Create an Annual Calendar by “Tasks”
You’re A Summer Programs Director - What Do You Do All Year?

● Program Development
● Marketing and Communications
● Finance/Budget Management
● Personnel and HR
● Operations
● Risk Management
● Professional Development
● Other



Auxiliary / Summer Cycle & Buckets



Strategies for Efficiency 
& Effectiveness 

● Project Management Software
● Delegate - resources 
● Time Blocking
● Eisenhower Matrix (4 Quadrants)
● Goals Setting and Matrix
● 15/5 reflection activity
● Pareto 
● SPARC Compass
● Other





As a leader - think about your 
personal strategic goals:

● Share with your Supervisor
● Have your Staff Develop 

own
● Revisit & Re-Evaluate
● Frame your work to Achieve

Leadership Tools



Goals Matrix - Use to Track Your Success and Focus Your Work

Celebrate the 
Wins!  

Advocate for 
Yourself!



Quarterly & Annual Reflection/Evaluations
● 1-on-1s
● Running Agenda
● Action Plan
● Be Curious
● Lead up & Down!
● Celebrate the 

Wins!



Maximize Resources
● Leveraging cross-departmental 

collaboration
● Delegate & empower of staff
● Building partnerships (e.g., vendors, 

schools, nonprofits)
● Technology & AI!
● Part-Time help



Maximize Resources



Driving Results
● Set measurable goals & track progress
● Develop strategies for participant engagement 

and retention
● Create End-of-Year Reports
● Use Charts, Photos, and Stories

EXAMPLES:

Strategic Priority: Increase Non-Tuition Net Revenue

● Measure actual financial performance relative to projected
● Measure year over year growth in revenue and net income
● Analyze margin, looking for efficiencies
● Analyze reductions in expenses



Strategic Priority: Cultivate admissions applicants for the School

● Number of non-student children that have program experiences on your campus annually
● Number of school applicants that had a prior experience on campus in auxiliary programming
● Number of accepted students that had a prior experience on campus in auxiliary programming
● Number of enrolled students that had a prior experience on campus in auxiliary programming
● Number of enrolled students who were retained because of auxiliary programming

Strategic Priority: Provide added value to the School community through additional programs and services

● Number and percentage of current School students enrolled in auxiliary programs
● Number of School students employed through auxiliary programs
● Student participation rates in after school and enrichment programs

Strategic Priority: Advance the School’s brand as an innovative leader in education

● Identify programs that were developed and incubated through auxiliary program initiatives
● Identify strategic partnerships with outside organizations that ultimately benefited the school beyond auxiliary programming
● Identify any PR generated by auxiliary programs

Metrics to Measure Based on Strategic Priorites



Auxiliary Programs Tools
SPARC Tools

● Compass
● Score Card
● Boston Matrix
● Forced Ranking
●

● Goals Matrix
● Goal Setting Sheet
● Market Analysis Chart
● Campus Utilization Chart
● Resource Assessment
● Project Management Tools
● Productivity Hacks
● Enrollment Tally Sheet
● Budget Forecasting
● 4 Question Ritual



Thanks!  Keep in Touch!
Karen McCann McClelland
Director of Auxiliary Programs
Sidwell Friends School
McClellandK@Sidwell.edu
https://www.linkedin.com/in/karen-mccann-mcclelland/

SPARC Senior Advisor
Karen@SPARCNational.com


