
 

 
 

 

 
Job Description  

Title:  Operations Assistant 

Division: Making Waves Academy Schools (MWAS “Central Office”) 

Location:  Richmond, CA  

Reports to:  Chief Operating Officer  

Status:   Full-time, Non-exempt (Year-Round) 

 

Position Summary 
The Operations Assistant (OA), under supervision of the Chief Operating Officer (COO) supports the 
organization by coordinating projects that maximize both efficiency and effectiveness across a diverse 
portfolio of responsibilities of the operations function and provide high-level administrative and 
management support to the COO.  
 
Areas include special projects, monitoring and reporting, calendar management and scheduling, 
correspondence drafting, and organization capacity building and professional development planning and 
logistics. The OA will collaborate with members of the MWAS operations team to develop, implement, 
and enhance systems and processes while simultaneously supporting strategic priorities out of the 
COO’s office. The role provides a unique opportunity to see and learn about school operations 
management and education in a growing organization. 
 
Primary Responsibilities 
 
Administrative and Executive Support:   

 Ensure the COO’s time is maximized and aligned with the organization’s priorities by managing 
the COO’s calendar, prioritizing appointments, and arranging meetings and travel as needed. 

 Plan and support meetings: manage coordination and logistics, prepare agendas, develop 
content, record minutes and follow-up assignments of COO and others. 

 Perform general clerical duties for COO, including, but not limited to, photocopying, faxing, 
mailing, filing, managing expense and reimbursements, and budget monitoring and reporting.  

 Provide support for operations team meetings, staff retreats, and culture/capacity building 
opportunities and programming. 

 Create PowerPoints and other presentations for executive team meetings, Board meetings, and 
COO professional development presentations. 
 

Project Management and Reporting:  

 Participate in the development and implementation of efficient and effective systems for 
managing information, projects, and communications to ensure accurate and timely outcomes. 

 Provide support and project management for initiatives led by various members of the MWAS 
operations team. 

 Perform research and development on operational best practices and innovation initiatives. 

 Hold COO and others accountable for addressing priorities, following through on action items, 
and ensuring progress on high-level work and deadlines. 

 



 

 

 Collect and monitor school performance information and create data presentations and data 
dashboards for COO and other key stakeholders; prepare external and internal reporting 
information 

 

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 

 Minimum 1-3 years of relevant experience in school operations, project management, 
administrative coordination, and/or executive level support 

 Experience creating and maintaining systems that enhance organizational effectiveness and 
efficiency 

 Experience or interest in serving students from historically underserved communities 
 
Skills 

 Ability to effectively assess, analyze, and solve problems 

 Superior time and attention management, including effective coordination and prioritization of 
multiple tasks with strong attention to detail on tight schedules 

 Ability to exercise discretion and confidentiality with sensitive information 

 Highly professional and effective communication skills with a variety of internal and external 
stakeholders; ability to tailor communications to different audiences  

 Excellent planning and organizational skills with an ability to think proactively and prioritize (and 
reprioritize) work 

 Ability to be self-directed and anticipate, carry out oral and written directions with minimal 
supervision  



 

 

 Reflective and open to feedback with a hunger towards improvement and growth   

 Highly effective and professional communication skills with staff, students and families 

 Ability to adapt and align on school-related initiatives 

 Highly organized, goal-oriented, and focused on outcomes 

 Ability to communicate with and build relationships with students and their families in the 
culturally and linguistically diverse MWA community 

 Ability to uphold and reinforce school policies and procedures when addressing students and 
families  

 Ability to work effectively in fast-paced environments with limited supervision 

 Demonstrate an understanding of technology and literacy learning platforms (Microsoft Office 
Suite, PowerSchool, Canvas, Blackboard, Google Drive and Calendar, if applicable) 

 Professional orientation – appearance, communication, organization, and attitude 
 
Education 

 Bachelor’s Degree required 
 

Preferred 

 Spanish language proficiency preferred but not required 

 Previous experience and/or interest in K-12 environment 

 Experience or interest working with and for historically underserved communities 
 

 
 


