
 

 

Job Description 

Title:  Site Monitor 
Division: Middle School 
Location:  Richmond, CA  
Reports to:  Operations Manager, Middle School 
Status:   Part-time, Non-Exempt 
 

Our Story 
Making Waves Foundation was founded in 1989 as a mentoring program to address the disparity in 
educational opportunities for low-income students in Richmond, CA. For decades, through 
comprehensive programming and services, Making Waves has helped prepare and support first-
generation college students to graduate from competitive institutions across the country. 
 
In 2007, the foundation opened the Making Waves Academy Middle School, a charter school offering a 
rigorous fifth to eighth grade academic program and comprehensive services for students and families. 
The Making Waves Academy Upper School was launched in 2011 and provides rich academic course 
offerings, career exploration and extensive college advisement. 
 
Position Summary  
The role of the Site Monitor, under the direction of the Operations Manager, Middle School, is to 
provide students a safe place in which to learn, play, and develop. Together with the Operations 
Manager and Campus Supervisors, the Site Monitor plays a key role in maintaining a safe environment 
for teaching and learning by supervising students, monitoring the campus for safety issues and good 
upwards communication regarding student behavior and safety.  
 
The Site Monitor is an important role within the Operations department. The Operations department 
is a cornerstone of MWA’s model, which seeks to relieve the instructional leadership of non-
instructional obligations so that they can focus almost exclusively on student achievement and 
instructional staff development. 
 
Responsibilities  
 
Safety 

 Ensure that Making Waves Academy students are supervised at all times during scheduled shift; 
these times include but are not limited to: early arrival, lunch, recesses and dismissal 

 Ensure that Making Waves Academy students demonstrate appropriate behavior at all times by 
maintaining compliance with the expectations in the Making Waves Academy Student-Parent 
Handbook 

 Complete MWA Student Accident/Incident Report forms for any injuries that occur, escort 
injured students to the office, and submit the form to the office 
 

Communication  

 Communicate any student behaviors requiring disciplinary follow-up from school leadership 
according to required protocols to appropriate dean of students within 24 hours of incident(s) 



 Seek any necessary clarity on student behavior expectations from the Operations Manager or 
appropriate Dean of Students 

 
Support 

 Attend and actively participate in weekly operations team meetings as required 

 Cover for other operations positions as needed, including front office administrator, food 
service coordinator and campus supervisor 

 Complete assigned administrative tasks, including but not limited to, preparing for family 
mailings, distributing materials pertaining to the application process and data entry 

 
Additional Responsibilities and Expectations 
 
Mission Alignment 

 Demonstrate knowledge of, and support, Making Waves Academy’s mission, core values, 
standards, competencies, and code of conduct outlined in the Employee Handbook 

 Participate in the school community – attending school competitions, performances, assemblies, 
and extracurricular activities 

 
Other 

 Perform additional duties as assigned 
 
Work Environment 
This job primarily operates in an outdoor environment. This role routinely uses standard safety and 
communication equipment such as radios and golf carts. 
 
Physical Demands 
While performing the duties of this job, the employee may be required to lift boxes and/or stand for 

long periods of time. 

 
Travel 
None 
 
Qualifications 
 
Experience 

 Experience working with urban youth in an educational setting preferred 
 

Skills 

 Ability to function effectively within a multi-lingual environment that is ethnically and culturally 
diverse and student oriented 

 Ability to function independently and take initiative with minimal supervision 

 Ability to communicate in a professional, friendly and firm manner in stressful situations 
involving students, parents and / or staff 

 Ability to use Microsoft Word, Excel, and the internet preferred 

 Experience working with urban youth in an educational setting preferred 
 
 



Education 

 High school diploma or general education degree (GED) 
 
Preferred 

 Spanish language proficiency 

 College degree preferred but not required 
 
 


