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Role: Director of School Operations  

Organization: Collegiate Charter High School of Los Angeles  

Start date: June 1, 2019 
 
About the Organization 
Collegiate Charter High School of Los Angeles is a public nonprofit high expectations college preparatory 
school in East Los Angeles serving grades nine through twelve. We believe that all children, regardless of 
race, socioeconomic class, country of origin, or disability can achieve at high levels when they have access to 
high quality K-12 education. Collegiate’s small school model features a rigorous academic program, an 
extended day and year, individualized interventions and supports to meet all scholars’ needs, and intensive 
college advising to ensure that 100% of our scholars attend and graduate from the four-year colleges of their 
choice.  
 
Collegiate opened in August 2015 with 9th grade, now serves 170 scholars in grades nine through twelve, and is 
growing to eventually serve 400 scholars. We will graduate our founding class in the spring of 2019. Ninety-three 
percent of our scholars are eligible for free or reduced-price lunch; 86% will be the first of first in their families to 
graduate from four-year colleges. Tuition-free and open to all, Collegiate serves any scholar ready to commit to 
the hard work of climbing the mountain to college graduation. The key ingredient of our success? Our talented 
team of educators – all of whom embrace growth mindsets, resilience and commitment – are instrumental in the 
educational excellence we collectively promise and deliver for our scholars and our mission.  
 
About this Role  
Collegiate is currently seeking a strategic and dynamic Director of School Operations (DSO). The DSO will lead 
and manage all school-based work that does not directly relate to instruction and school culture. A cornerstone 
of the school’s results-driven model and culture, the DSO will protect the principal and the executive director 
from non-instructional obligations so that they can focus exclusively on scholar achievement and organizational 
advancement, respectively. The DSO will take on a variety of operational responsibilities: from overseeing 
implementation of the school’s financial systems to gathering and analyzing school data to ensuring that the 
school has sufficient materials to equip its staff and serve its scholars. The DSO will also supervise three direct 
reports: the Scholar Life Coordinator, the Admissions & Families Coordinator, and the School Operations 
Assistant. First and foremost, the DSO is responsible for ensuring that – school-wide – there is an explicit, clearly 
defined, safe and cost-effective system in place for every facet of the school’s operations and that these are 
communicated to and utilized by all stakeholders (scholars, teachers, leaders, parents, and support staff alike) 
in a consistent and authentic manner. This is an excellent opportunity for an individual with prior experience in 
school operations, who is eager to develop their leadership capacity to positively impact the school’s mission 
and team through delivering operational excellence across the school.  
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Roles & Responsibilities 
Responsibilities of the Director of School Operations include but are not limited to the following:  
 
Leadership of Organizational Culture (15%) 
Support the executive director and principal’s shared vision for positive and powerful organizational culture – 
among team members, scholars, and families alike. Work to create a positive, achievement-oriented, and 
structured learning environment that excites and invests scholars, motivating scholars to realize high academic 
and behavioral standards at all times: 
 

• Model for teachers, support staff and operations professionals how to build community by investing 
families in scholars’ academic success and development of strong character and leadership traits. 

• Model for teachers, support staff and operations professionals how to build joyful, structured, safe and 
positive school culture by holding all scholars accountable and implementing the school’s code of conduct 
and positive behavior support system (merit system) during classes, transitions, meals, trips, and school 
events. 

• Model for teachers, support staff and operations professionals how to build strong and authentic family-
school relationships by exemplifying Collegiate’s core values in all interactions with scholars, families, 
and team members. 

• Model for teachers, support staff and operations professionals how to foster and protect consistently safe, 
positive and joyful culture by implementing with fidelity all shared systems at Collegiate (attendance 
policy, homework policy, merit system, uniform policy, etc.). 

• Fiercely protect the school’s organizational culture by “owning it”: give feedback generously, bravely and 
reliably any time you notice a team member breaking a team-wide norm or struggling to implement a 
system or scholar expectation faithfully. 

• Own your choices and outcomes: Communicate openly and often with the team about areas in which you 
are working to drive operational improvements for the school, seek out frequent feedback and input; take 
ownership of all aspects of process and product. 

 
Leadership of Talent Development & Performance Management (15%) 
Support your direct reports’ development of key school operations skill sets and mastery of school-wide 
operational systems management: 
 

• Develop clearly defined year-long goals, roles and responsibilities for each direct report and invest your 
team in your vision for operations management and execution. 

• Develop a daily, weekly and monthly system of operations team internal communications to ensure that 
all deadlines are met and that your direct reports are well-supported in their work. 

• Plan and facilitate individual coaching and professional development meetings for your team. 
• Foster performance-driven culture on your team through the use of a school-wide operations monthly 

scorecard and a scope and sequence of skill-based learning standards for school operations 
professionals. 

 
Safety & Compliance (15%) 
Ensure that scholars, employees and visitors are safe at all times and that the school is ALWAYS compliant with 
applicable federal, state and local laws, regulations and policies by: 
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• Annually, partnering with the collocated school’s principal to development and ensure strong and 

consistent implementation of a school-wide comprehensive school safety plan. 
• Ensuring that all school-based staff are appropriately trained and prepared to implement emergency 

protocols and basic safety policies and plans. 
• Developing and overseeing implementation of a comprehensive charter school authorizer and 

compliance calendar. 
• Overseeing the annual charter school authorizer oversight process and liaising with the LAUSD’s Charter 

Schools Division on ongoing matters of compliance and reporting. 
 
Scholar Recruitment & Enrollment (15%) 
Ensure that the school maintains healthy and growing enrollment levels by supporting our Admissions & Families 
Coordinator’s work in overseeing scholar recruitment and enrollment activities:  
 

• Work hand in hand with the Admissions & Families Coordinator to develop a detailed year-long calendar 
of recruitment activities and events. 

• Oversee implementation of a robust community outreach and marketing plan. 
• Liaise with high school placement team at partner middle schools. 
• Ensure that the school opens and remains fully enrolled at all times. 

 
Finances & Accounting (5%) 
Oversee the school’s implementation of fiscal policies and procedures partnering with the school’s back-office 
financial services provider ExED: 
 

• Ensure all invoices are paid on time. 
• Manage vendor relationships. 
• Ensure ExED has access to correct information for processing payroll. 
• Ensure that all school purchases are pre-approved in writing by the Executive Director. 
• Manage cash receipts and deposit protocols in accordance with school’s fiscal policies and procedures. 

 
Resources, Inventory & Procurement (5%) 
Develop and maintain a school-wide inventory and procurement management system in order to ensure that: 
 

• All scholars and teammates have access to appropriate resources, technology and materials at all times. 
• All school resources and assets are accounted for and protected. 
• There is a system for swiftly locating and delivering needed resources. 
• The teacher resource room is always well stocked, and all technology is up and running smoothly. 
• Maintain accurate records of all financial transactions and submit them to the school’s third-party finance 

staff for processing. 
• Participate in monthly meetings to review/account for budget variances; monitor usage of the 

school credit card. 
• Ensure adherence to school’s fiscal policies and procedures by direct reports; participate in annual 

financial audit process by providing documentation as needed to auditors. 
• Manage school’s purchasing process by ensuring that orders are correctly placed with vendors, delivery 
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is tracked, and inventory levels are appropriately managed. 
 
Internal Communications Infrastructure & Protocols (10%) 
Manage development and implementation of the school’s internal communication systems and platforms 
including: 
 

• Student information system (Illuminate) 
• Master schedule and team member postings 
• Coverage schedule  
• Internal email, calendars and shared drives (GoogleApps for education) 
• Internet services provider 
• Scholar character data tracking and communications system (Dean’s List) 
• Weekly team memos and other internal communication rituals and tools 

 
Human Resources (10%) 
Build and operate best-in-class systems and protocols for all facets of the school’s human resources platform: 
 

• Serve as school’s custodian of records clearing all new employees for hire and maintaining careful and 
compliant employee records. 

• Design and lead the school’s new hire on-boarding process to ensure that every employee is ready for 
work on day one with the appropriate documentation in place and access to basic resources to perform 
their role. 

• Manage benefits offerings working closely with school’s benefits brokers. 
• Manage credentialing support and pathways toward full credentialing for all teachers on emergency 

permits or waivers and support out-of-state transfer candidates in moving their credentials in state. 
• Ensure that the school’s human resources practices always align with industry standards, best practices, 

and applicable employment laws and regulations. 
 
Program Operations (10%) 
Build and operate best-in-class systems and protocols for all facets of school program operations and manage 
direct reports’ strong execution of operations excellence across the school: 
 

• Start-of-year readiness: Each year, prepare the campus for start-up/new school year by ordering 
furniture, equipment, and classroom supplies as well as by ensuring that school services (i.e. food 
services, student transportation services) are lined up and ready for action. 

• Facility: Oversee the operation team’s work to create and maintain physical spaces within and across the 
facility that are safe, clean, organized, bright, joyful and scholarly; ensure the maintenance of campus 
facilities by managing relationship with the campus’ custodial personnel. 

• Scholar services: Manage the school’s food and transportation services by coordinating with service 
providers and overseeing full implementation of vendor contracts. 

• Events and field trips: Provide oversight of the planning and execution of school special events, such as 
field lessons, academic conferences, and graduation. 

• Testing: Oversee the administration of all high-stakes exams; maintain all assessment data records and 
produce assessment data reports upon the request of the principal or executive director. 
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What We Look for: Mission Fit, Mindsets & Grit 
Successful candidates for any role with the school’s team will evidence the following traits and track record: 
 

• Demonstrated commitment to our organization’s mission and values 
• Fundamental and unwavering belief that all children can learn and that they deserve nothing short of 

excellence in their education 
• Demonstrated belief and investment in the school’s educational model  
• Extremely high standards for scholar achievement and behavior 
• Resilience – a track record of working hard to overcome hurdles and stay committed 
• A whatever-it-takes approach to your professional development, work, and goals 
• Demonstrated ability to collaborate effectively as a member of a close-knit high-performing team 
• Humility and a burning desire for constant learning and improvement in your own practice  
• Capacity to receive, digest and implement feedback with grace and agility 
• High levels of honesty and integrity and the capacity to model this explicitly for others at all times 
• High level of personal organization, planning, and follow-through 
• An exceptionally strong work ethic, sense of humor, relentless optimism, and a “roll-up-my-sleeves” 

attitude 
• Excellent written and oral communication skills, especially with scholars, teammates and parents  
• The adaptability, creativity and patience to successfully navigate school start-up work  
• Bravery, generosity, and reliability when it comes to giving your teammates candid, constructive feedback 

on their work and performance in the spirit of continuous improvement and adult learning 
 
Qualifications for This Role 
Successful candidates for the DSO role for the 2019-2020 school year will bring the following required and 
preferred experience, skills and qualifications: 
 
Required 
 

• Bachelor’s degree from a competitive 4-year college or university 
• At minimum two years of school-based operations experience required (in a Los Angeles-based charter 

school preferred) 
• Experience managing direct reports and/or cross-functional teams to develop and implement systems 

and processes to increase the effectiveness and efficiency of a growing organization 
• Excellent written and oral English AND Spanish language skills 
• Willingness to work autonomously, collaboratively, and/or under the direction of senior leadership, 

as needed 
• A competitive spirit and an unflappable desire to transform our school into the standard bearer when it 

comes to all things school operations 
• Acute attention to detail coupled with the ability to think and act strategically 
• Flexibility and ability to multi-task; capacity to work within an ambiguous, fast-moving environment, while 

also driving toward clarity and solutions 
• Demonstrated resourcefulness in setting priorities and guiding investment in people and systems  
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Preferred 
 

• An MBA or JD from a competitive university 
• Prior experience working in human resources 

 
Compensation 
Salary for this position is competitive and commensurate with experience ranging from $65,000 to $110,000. 
Collegiate offers a generous benefits package that includes: full or partial coverage of health, dental and vision 
plans; life insurance; a 403b retirement plan with employer match; over 30 paid holiday and vacation days; and 
up to 12 days of paid time off. 
 
To Apply   
To be considered for this role, please email your resume (one-to-two pages) and a formal cover letter to 
Executive Director Vanessa Jackson: vanessajackson@collegiatecharterhighschool.org.  


