
 

 
 

 

 
Job Description  

Title:   Operations Manager 
Division:  Upper School  
Location:  Richmond, CA 
Reports To:  Director of School Operations (DSO) 
Status:   Full-time, Exempt 
Supervises:  Food Service Coordinator(s), Office Administrator(s), Campus Supervisor(s), Site 

Monitor(s), Bus Monitor(s), Custodian 
 
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 Operations Manager (OM) leads people and initiatives related to the onsite operations for 
Making Waves Academy (“MWA”). This position executes critical priorities, and creates and refines 
systems to facilitate MWA’s current scale and future expansion. The OM oversees the support of and 
daily supervision for critical operations functions including reception and front office support, facilities, 
food service and transportation.  
 
Together with the Director of School Operations, this 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 team, working 
to build operations talent and capacity across the organization.  
 
The Operations department is a cornerstone of the 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. 
 
As MWA grows, the operations of the school will provide the operational infrastructure necessary to 
support successful school expansion and growth in student achievement.  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 OM communicates regularly and effectively with members of their team, internal stakeholders, 
external constituent groups, and the Board of Directors. 
 
 



 

 

Primary Responsibilities 
 

Operations Management 

 Manage scheduling and work flow for Middle School operations staff, including supervision, 
regular 1:1s, monitoring and approving timecards 

 Plan and administer annual goal-setting and performance evaluations for MS operations staff, 
create and model supportive team culture 

 Maintains high level of communication around appropriate issues with direct supervisor and 
operational leadership 

 Collaborate with operations staff and operations managers across divisions to problem solve 
and maximize both efficiency and effectiveness 

 

Purchasing and Vendor Relations 

 Manage day-to-day relationships with key vendors including food service, office supplies, 
transportation, and custodial services  

 

Safety and Security 

 Manage implementation of emergency procedures, including: updating the plan to meet latest 
safety conventions and compliance requirements, regular training and preparation of staff and 
faculty and implementation of regular drills 

 Facilitate safety committee meetings with MS division leadership and key operations team 
members  

 Manage traffic procedures around arrival and dismissal 

 Manage operational processes pertaining to onboarding and off boarding in conjunction with 
human resources; processes may include but are not limited to building access and parking 
permit procedures 

 

Facilities 

 Manage maintenance of facilities including working with custodial personnel and third-party 
contracts for trash removal, recycling, and security, and cleaning 

o Manage school maintenance and supply systems 
o Support student health services when needed; coordinate with staff to ensure that 

students receive appropriate care 
o Identify and coordinate periodic capital projects with the landlord (Making Waves 

Foundation) 
 

Student Enrollment 

 Lead and implement annual lottery process 

 Lead enrollment and registration procedures for students given an offer to enroll 

 Ensure proper record keeping around student cumulative files 
 

Budget Management 

 Develop division-specific, non-instructional budget in partnership with DSO and manage 
expenditures throughout the year to meet budget requirements 

 Approve non-instructional budget expenditures 
 



 

 

 

Master Calendar Management and Event Support 

 Partner with DSO and MS division leadership to develop and update master schedule of division 
events 

 Coordinate support for MS division events, including planning and coordinating logistics, 
establishing staffing plans and ensuring project plans are carried out as necessary  

 

Food Service and Compliance 

 Support food service team in accurate ordering of meals to maximize participation and minimize 
waste 

 Monitor meal participation and quality and share feedback with vendor 

 Manage food service team to meet all local, state and federal compliance requirements 
 
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 

 2-5 years school-based experience 

 3-5 years’ experience supervising non-exempt, hourly employees 

 2+ years people, process, and project management experience 
 
Skills 

 Highly independent, self-starter 

 Project, people and process management  

 Highly organized 



 

 

 Comfortable with technology (knowledge of MS Excel and PowerPoint) 

 Ability to prioritize and manage multiple projects simultaneously 

 Strong verbal and written communication 
 
Education 

 Bachelor’s Degree required 
 

Preferred 

 Spanish language proficiency preferred but not required 
 

 


