
 

 
 

 

Job Description 

Title:  Senior School Director 
Division: Making Waves Academy Richmond   
Location: Richmond, CA  
Reports to: Making Waves Academy CEO (with oversight by the MWA Board of Directors) 
Status:  Full-time, Exempt (Year-Round) 
 

Position Summary 

The role of the Senior School Director is to provide senior leadership for Making Waves Academy (MWA) 
Richmond, a growing and dynamic 5th-12th grade, high-performing charter school.  This new role provides 
a senior layer of executive leadership, analysis, and decision-making with a focus on alignment of best 
practices and approaches across the school.  Key focus areas for the position are: 1) creating an 
environment of accountability, 2) teaching and learning excellence, 3) compliance, and 4) systems fidelity 
across all MWA Richmond divisions.  In addition, the Senior School Director directly supervises and 
provides support to school-wide functional areas such as Special Education and operations.  In this senior 
leadership role, the Senior School Director is responsible for communicating regularly with the CEO and 
must be responsive and accountable to the MWA Board of Directors in the following areas of divisional 
alignment, school-wide systems, stakeholder engagement, operations management, and staff culture. 
More specifically, the Senior School Director will: 
 

 Leadership and oversight – Adhere to and meet charter, MOU, and SELPA requirements and 
expectations from MWA’s charter authorizer and the California Department of Education, as well 
as provide leadership, supervision, and support to leaders as the school continues to evolve in 
meeting its growth goals. 

 School-wide Systems – Monitor, maintain, and develop systems for ongoing review of academic 
achievement, school culture, supervision, and adult learning including but not limited to: 1) 
meeting/exceeding WASC/LCAP goals (e.g. the three school-wide goals), 2) implementing 
divisional alignment systems, and 3) monitoring overall culture. 

 Operations Oversight – Develop, monitor, and maintain systems for supporting oversight and 
management of school-wide systems in the areas of facilities, technology, and operations. 

 Communication/Stakeholder Engagement – Develop and maintain strong communication and 
relationships with key internal and external stakeholders such as the MWA Board, School Site 
Council, the charter authorizer, parents, students, our campus neighbors, the area charter school 
community, and  community-based organizations. 

 

Primary Responsibilities: 

Leadership & Oversight 

 Provide leadership to the school community, modeling the mission, vision, and values of the 
school in areas such as stakeholder engagement, direction, order, and pace.  Clearly communicate 
the purpose of the work sharing the WHAT, WHY, HOW, and WHEN.  Provide oversight and set 
the vision for student and adult learning – content and practices (e.g. Common Core State 
Standards and cultural competency training). 

 Provide direction and supervision to a team of direct reports comprised of divisional school 
leaders, operations leadership, technology leadership, and Special Education leadership.  



Develop, evaluate, hire, and terminate members of this team in collaboration with our Human 
Resources Department and Talent Team 

 Meet regularly with key leaders across the school to assess and discuss progress towards 
WASC/LCAP goals and quarterly goals (using the 15Five OKR tool).  Share data and analysis with 
CEO, MWA Board, and other stakeholders as appropriate.  Work closely with, seek input from, 
and provide updates to various governance and stakeholder entities – e.g. MWA Board, School 
Site Council (SSC), and the charter authorizer board.  
 

School-wide Systems 

 Utilize systems to identify and track progress on school-wide WASC/LCAP goals using key 
performance indicators and metrics, analyze and act on the data provided, gather and utilize 
information from MWA internal and external stakeholders to assess overall health of the school, 
and ensure actions, strategies, and outcomes are in alignment with the MWA mission and vision. 

 Develop instructional oversight systems that provide clear direction to the Division Directors for 
areas of focus for instruction and professional development that is in alignment with MWA’s 
WASC/LCAP goals.  Ensure that the Professional Development Plan for faculty is clear, guaranteed 
and viable, and connects to formal and informal classroom observations, lesson and unit plan 
development, formative and summative assessment development, and annual performance 
evaluation with the WASC/LCAP goals.  Regularly and formally review, discuss, and analyze data 
with Division Directors and instructional leaders that assess progress against the Professional 
Development Plan and WASC/LCAP goals throughout the school year.  Share formative data and 
observations regarding the execution of the plan, including successes and challenges, with the 
CEO. 

 In alignment with MWA practices, procedures, and Board policies, oversee and ensure all MWA 
staff are meeting regularly with their supervisors to discuss their responsibilities, their progress 
towards goals, and their medium and long-term professional goals. Also, ensure that formal 
feedback cycles are occurring throughout the year, that clear and measurable performance goals 
are being set, and that a written formal review for all MWA employees occurs by the end of the 
school year.  Ensure that all faculty positions requiring credentials are in compliance.  Ensure that 
all MWA staff are monitoring the safety and well-being of students and adults in the community, 
adhering to Mandated Reporter requirements, and communicating any concerns, with respect to 
safety and well-being of MWA staff and students, to the CEO and MWA Board in some cases. 
 

Operations Oversight 

 In conjunction with the MWA Central Office finance team, provide leadership and oversight in the 
budget development process, manage resources against the MWA Board-approved budget 
(including oversight of divisional area budget managers), and ensure fiscal policies are being 
followed. 

 Develop, monitor, and maintain systems for supporting oversight and management in the areas 
of facilities, technology, and operations.  Ensure staff follows operations and facilities protocols 
for attendance, enrollment, facilities upkeep and maintenance, and school safety protocols.  
Monitor and provide support to technology leadership with respect to safety, access, and general 
use of our technology and applied technology tools and online network. 

 

Communication/Stakeholder Engagement 

 Develop and maintain positive relationships with various constituent groups across the school 
including parents, students, faculty, staff, board members, visitors, and other administrators.  



Engage in community outreach and establish good relations with our neighbors in the community 
and with area charter and community-based organizations. 

 Monitor school culture and be proactive in collecting pulse checks and administering surveys to 
assess how students, parents, and staff are doing, what is working, and what could be improved.  
Through your leadership, develop and maintain a positive culture of student achievement, 
efficacy, cultural competency, professionalism, data-informed decision-making and analysis, and 
appropriate use and application of technology.   

 

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 operates in a professional office environment. This role routinely uses standard office 
equipment such as laptop computers, photocopiers and smartphones. 
 
Physical Demands 
While performing the duties of this job, the employee may be required to lift files, open filing 

cabinets and bend or stand on a stool as necessary, and sit for long periods of time. 

 
Travel 

Some travel required for MWA related events, such as workshops or conferences. 

Qualifications 

 

Experience 

 7-10 years of school leadership and administrative experience leading and supervising adults. 

 7-10 years or more working with and developing budgets. 

 5-7 years or more of direct teaching experience in a K-12 school setting, particularly in schools 
serving underserved communities. 

 10 years or more work experience in a public school environment (particularly charter schools) 
that serves underserved communities. 

 Experience working with students and families from historically underserved communities. 

 Knowledge, experience, and alignment of efficacy approach to teaching and learning.  

 Curriculum knowledge base and experience with Common Core standards. 
 

Education 

 Advanced Degree required (MA, MBA, Ed.D, or Ph.D.) 

 Admin Credential preferred 



 


