
 

 
 

 

Job Description 

Title:   Director of School Operations 
Division:  Making Waves Academy Central Office  
Location:  Richmond, CA 
Supervises: Operations Manager (MS), Operations Manager (US), Student Recruiter (MWAS), Office 

Manager (MWAS) 
Reports To:  Chief Operating Officer (COO) 
Status:  Exempt 
 
Position Summary 

The Director of School Operations (DSO) leads people and initiatives related to the operations for 

Making Waves Academy (“MWA”) and Making Waves Academy Schools (MWAS or “Central Office”). 

This position sets and drives critical priorities, and creates and refines systems to facilitate MWA’s 

current scale and future expansion. The DSO oversees the support and some supervision in critical 

operations functions including facilities, food service, transportation, and student recruitment & 

enrollment.  

The position executes MWA’s vision and strategy for school-based operations, leading the 

development and sustainability of high-quality operational systems to support teaching and learning. 

The position oversees the school operations teams, working to build operations talent and capacity 

across the organization. This position partners with school leadership and cross-functional 

departments to solve operational challenges and create and implement cohesive policies and 

procedures that improve both effectiveness and efficiency. Finally, the DSO communicates regularly 

and effectively with members of their team, internal stakeholders, external constituent groups, and 

the Board of Directors. 

 
Primary Responsibilities  

 
Operations Management & Leadership 

1. Assemble and lead a high-performing operations team to ensure that MWA’s vision is realized 

through clear prioritization and high impact operational execution. Build a culture of customer 

service orientation and continuous data-driven improvement with the goal of enabling 

instructional staff to focus on programming and student achievement. Analyze service 

performance and customer “user” satisfaction data to set and achieve continuous improvement 

goals.  

 

2. Provide regular supervision to a team of part and full time operational employees. Provide 

explicit support to the team in the areas of:  a) the pace of change, b) developing goals, 

timelines, metrics, and milestones, c) soliciting feedback from stakeholders, and d) building 

towards agreements.  Build capacity of the team by modeling the systemic approaches you seek 

to implement.  



3. Lead process for developing MWA’s annual master calendar development process and oversee 

coordination and execution of logistics for school based events and activities.  

 

Procurement, Purchasing, and Vendor Management 

4. Ensure school-based staffing, systems, and vendors are in place for transportation, school 

nutrition and food programs, janitorial services, with timely, reliable, safe, on-budget, and fully 

compliant delivery of services. Ensure compliance with local, state, and federal reporting and 

regulatory requirements. 

o Provide capacity-building, support, and supervision for all aspects of the School 

Nutrition Program including managing food servers, coordinating with meal vendor, 

maintaining accurate data tracking for meal reimbursement, and ensuring food safety 

standards and federal compliance requirements are observed. Manage ordering process 

to minimize food waste and ensure meal program financial health. Oversee annual 

lunch application process including the distribution and collection of free and reduced 

lunch forms, coordination of the income verification process, and accurate data input of 

students’ lunch status into the student information system. Manage the logistics of meal 

delivery (breakfast, lunch, snacks) including cafeteria schedules and routines. 

o Provide capacity-building, support, and supervision for all aspects of student 

transportation including arrival and dismissal procedures, and staff duty schedules. 

Coordinate the school’s transportation services to ensure eligible students receive 

transportation in a safe, reliable, and cost-efficient manner. Maintain accurate 

transportation records including bus stop locations, route times, and student ridership 

counts. Ensure that all transportation issues and complaints are documented and parent 

concerns are resolved as soon as possible. Ensure field trip and after- school 

transportation logistics are supported. 

5. Oversee staff and systems for purchasing, procurement, and inventory management, including 

vendor management and securing administrative supplies, instructional materials, furniture, and 

equipment. Negotiate and manage mission-critical vendor relationships. 

 

Safety & Facilities 

6. Provide oversight and supervision to ensure all safety and security protocols are in place and are 

followed with fidelity, including all mandated drills, safety inspections, and health regulations. 

Training is differentiated, frequent, and effective.  

7. In collaboration with facilities owner, oversee staff and contractors providing facilities and 

maintenance management to ensure school buildings are clean, well-maintained, safe, secure, 

and meeting educational needs. Collaborate with Making Waves Foundation to develop facilities 

master plan to ensure needs are addressed in a timely manner. Oversees the school’s facility 

including signage, aesthetics, shared space coordination, and building safety. Manages routine 

maintenance requests for school in MWA’s work order system “SchoolDude”, ensuring 

maintenance, janitorial and landscape services are properly carried out. Performs regular 

preventative maintenance walkthroughs with custodial staff and provides training to school staff 

to manage issues immediately. Oversees school visitor and volunteer procedures to ensure 

safety of all students. Oversees student health requirements and liaises with nurse providers to 

ensure student health needs are met. 



 

Student Recruitment & Enrollment 

8. Ensure that all MWA schools open at full capacity on their first day of school and there is a 

robust waiting list of applicants to draw upon in lottery and for open spots thereafter. Lead 

student recruitment efforts to continuously improve and reach ambitious enrollment goals each 

year.  Represent MWA on Enroll West Contra Costa Governance Council and participate in other 

collaborations as identified by the organization.  

 

Expansion & Growth 

9. Partner with CEO, COO, Managing Director of Growth, and other senior leaders to execute 

MWA’s expansion plans ensuring the organization is operationally prepared, spreading best 

practices and efficiencies across the organization.  

 

 
Qualifications 
 
Experience 

 7-10 years of progressively increasing operational management experience; work in non-profits, 
school setting, consulting, and\or business highly desirable 

 People, program, and project management experience required 
 
Skills  

 Excellent organization and analytical skills; strong and effective problem-solving skills, ability to 
implement programs, procedures and systems, manage details, and work independently; ability 
to develop and revise; and ability to manage multiple projects simultaneously  

 Ability to communicate effectively: raising critical issues in a timely way, communicating with 
and involving stakeholders effectively, and managing up effectively in sharing potential issues 
and challenges in a timely and appropriate way 

 Ability to prioritize tasks and consistently demonstrate strong decision making and judgment 
skills 

 Ability to be flexible, patient, resilient, and adaptable to changing priorities 

 Fluency in Spanish preferred but not required 
 

Education 

 Master’s degree required; MBA preferred  
 

 


