
 

 
 

 

 

Chief of Staff 

Position Summary  
The Chief of Staff supports the Chief Executive Officer (CEO) of Making Waves Academy (MWA) schools.  The 
position is designed to provide high level support, project management, and some supervision in supporting the 
CEO.  The Chief of Staff will play a significant role in the expansion of the MWA model in adding more schools to 
the portfolio of services Making Waves operates and manages.  In this capacity, the Chief of Staff will perform 
some advance work with respect to expansion interfacing with a variety of stakeholders in collecting vital 
information and establishing relationships.  Additionally, the Chief of Staff will act as the “right hand person” and 
“proxy for the CEO” in a variety of situations and contexts.  The Chief of Staff may also support supervision of 
key MWA schools personnel as needed.  The Chief of Staff will oversee, manage, and support formal 
communication with the Board of Directors for both the Making Waves Academy Board and Making Waves 
Foundation Board.  Specifically this will mean providing direct support in preparation for and attending MWA 
Board Meetings in a support capacity.   Under the direction of the CEO, the position also acts on behalf of the 
CEO in addressing operational issues or gathering additional information as requested by the CEO.  This position 
works cooperatively, collegially, and professionally with the MWA Division Directors, MWA administrators and 
staff, MWA parents and students, MWA and Making Waves Foundation Board Members and staff, funders, and 
visitors to MWA.  In this role, the position shares any important and pertinent information that could impact the 
successful daily operating activities of MWA.  The position is ideally suited for someone with a passion for 
delivering high-quality and consistent implementation and execution of program and operations, a high level of 
attention to detail, and a high level of integrity and accountability to the mission and vision of the organization 
as well to its key leadership. 
 
Title:  Chief of Staff 
Division: Making Waves Academy Schools 
Location: Richmond, CA  
Reports to: Chief Executive Officer 
Status:  Exempt 
 
Primary Responsibilities  

 Work with the CEO in developing and implementing strategies for organization-wide operational best 
practices 

 Work with the CEO in researching and developing strategies for school replication and growth. 

 Help oversee, manage, and inform compliance monitoring activities and systems in adherence to state, 
federal, and local fiscal and governance policies and procedures 

 Some oversight and partial supervision of key MWA schools administrator and support personnel 

 Support in managing the calendar for the CEO at a high level; proactive in helping to forecast upcoming 
events and activities as well as following up shortly after key meetings and events; keeping key 
initiatives or decisions that need to be made on the CEO’s radar; taking the temperature of people or 
situations and facilitating the scheduling of meetings to address issues as they arise; help insure 
responses to key stakeholders occur in a timely fashion 

 Support the CEO and MWA Board by preparing MWA Board agendas, taking meeting minutes, posting 
agendas and minutes in a timely way to address compliance expectations, and send out related 
materials to MWA Board Members 



 Manage special projects as assigned by the CEO with precision and good judgment carrying them 
forward from inception to completion 

 Present and develop presentation materials to key stakeholders including CEO and Board of Directors 

 Manage and develop elements of outreach to external and internal constituencies such as 
correspondence, newsletters and updates 

 Assist with coordinating activity and communication between and among MWA administration and staff 

 Attending meetings as assigned and taking notes 

 Ability and desire to be a “team player” and to collaborate with colleagues, parents and community 
members 

 Commitment to become an active participant in the school community – attending school competitions, 
performances, assemblies, extracurricular activities and home visits on occasion 

 
Qualifications  
 
Experience 

 7 years or more of formal work experience. 2-3 years of work experience in a school setting is highly 
desirable; work in non-profits, consulting, and business also desirable 

 Experience working in a start-up organization and experience with project management, hard deadlines, 
and quick turnarounds on work product is highly desirable 

 Experience working with students and families from historically underserved communities 

 Experience competing with and on a team - athletics, performing arts, or academic 

 Experience working in a high-stress, outcomes-oriented, and politically charged work environment 

Education  

 BA Degree 

 Advanced Degree - Masters in Education, Masters in Public Policy, or an MBA 

Preferred 

 Desire to take on added responsibilities, aspirations to grow professionally, and a desire to advance 

within the MWA organizational structure or desire to build own organization 

 Professional orientation – appearance, communication, organization, detail orientation, follow through, 

and attitude 

 Evidence of Making Waves mission alignment in work history, volunteer activities, and/or personal life 

 Interest in leadership and management 

 Spanish language proficiency 

 

Salary and Benefits  
Salary for this position is competitive and commensurate with experience. In addition, a comprehensive benefits 
package is included.  
 
How to Apply 
Please send cover letter and résumé to apply@mwacademy.org 
 
Applications will be reviewed on a rolling basis, though priority consideration will be given to candidates that 
apply early. Making Waves Academy is an equal opportunity employer. Candidates from diverse backgrounds 
are encouraged to apply. 
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