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  Chief Operating Officer

Employee Name (Print): _______________________________________


Reports To:		Superintendent					

Dept/Campus:		Central Office						Paygrade:	Pro-9		

Wage/Hour Status: 	Exempt							Date Revised:	February 2021


This job description reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that may be assigned.

PRIMARY PURPOSE:  
Responsible for the overall management, strategic planning, development, evaluation and implementation of the support operations of the district including, special events, maintenance, transportation, child nutrition, security, grounds, custodial, , construction management, risk management, childcare, capital planning, and elections. 

QUALIFICATIONS:
Education/Certification:
Bachelor’s Degree in management, operations, education or related field
Master’s degree in a business-related field or educational administration preferred

Special Knowledge/Skills:
Advanced technical knowledge of school operations and effective strategic facility management and facility planning practices
Ability to manage and coordinate diverse district functions through subordinate supervisors
Working knowledge of data processing systems and financial applications
Ability to manage budget and personnel, interpret data and evaluate programs
[bookmark: _GoBack]Strong communication, public relations, and interpersonal skills
Calm and patient demeanor with students and others
Passion for education and student success

Experience:
Five years of experience in operations management or related field preferred
Preferred experience in bond planning, facilities management and strategic facility initiatives for district level operations 
Past experience in managing large construction projects a plus.
Preferred experience in educational support operations or related experience

MAJOR RESPONSIBILITIES AND DUTIES:

1. Ensure that support operations are supportive of the instructional goals and objectives of the district and the attainment of the campus performance objectives (academic excellence indicators).

2. Develop long-and-short-range strategic objectives and goals for the support operations of the school district.

3. Provide for effective two-way communication with staff, community, media, and board of trustees. Ensure that established goals and expectations related to district operations are communicated clearly, consistently and in a timely manner.  

4. Keep the superintendent informed on the support operations of the district.

5. Plan and conduct ongoing needs assessments for growth and improvement of the district support operations.

6. Work with the district personnel in projecting student enrollment, staffing needs, building and facilities needs, energy needs, capital equipment needs, and other cost items for district and individual school improvement.

7. Prepare, review, and revise job descriptions in the support services departments.

8. Develop training options and/or improvement plans to ensure the best operation in the area of support operations.

9. Evaluate job performance of employees to ensure effectiveness.

10. Select, train, evaluate, and supervise staff and make sound recommendations relative to personnel placement, transfer, retention, discipline and dismissal.

11. Direct and manage support operations of the district including purchasing, special events, child nutrition, transportation, maintenance and custodial programs, construction management, child care, risk management, environmental safety, and technology support.

12. Ensure that safety standards are maintained in conformance with federal, state, and insurance regulations and a district-wide preventive safety program is developed and implemented.

13. Assist the Superintendent with the operations of the Security and Police Department to ensure coordinator of safety and risk management plans and district initiatives.  Serve as the secondary report of the Chief of Police.  

14. Ensure that programs are cost-effective and funds are managed prudently to stay within budgeted guidelines.

15. Provide leadership to achieve cost-effective practices throughout the district.

16. Compile departmental budgets and cost estimates based upon documented program needs.

17. Ensure that preventive and proactive processes and systems are in place for support operations to ensure long term success.

18. Implement the policies established by federal and state law, State Board of Education rule, and the local board policy in the area of business and support operations.

19. Demonstrate support for the district's student management policies and expected student behavior related to operational aspects of the district (transportation, food services, classroom facilities, etc.).

20. Develop professional skills appropriate to job assignment.

21. Demonstrate behavior that is professional, ethical, responsible, and serve as a role model for all district staff.

22. Articulate the district's mission to the community and solicit its support in realizing the mission.

23. Demonstrate awareness of district/community needs and initiate strategic and operational activities to meet those identified needs.

SUPERVISORY RESPONSIBILITIES:
Supervise and evaluate the performance of  Director of Purchasing & Special Events, Director of Maintenance and Construction, Director of Child Nutrition, Coordinator of Risk Management, Coordinator of Child Care Services and Director of Transportation.  Secondary report of the Director of Security/Chief of Police

WORKING CONDITIONS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations will be made if necessary:

Mental Demands:
Ability to communicate effectively (verbal and written); interpret policy, procedures, and data; coordinate district functions; maintain emotional control under stress. Work with frequent interruptions.  Ability to manage others in a non-coercive manner.

Physical Demands/Environmental Factors:
While performing the duties of this job, the employee is regularly required to sit; stand and move throughout the district facilities. Prolonged sitting, occasional bending/stooping, pushing/pulling, and twisting.  Repetitive hand motions, frequent keyboarding and use of mouse, occasional reaching, occasional light lifting and carrying (less than 15 pounds) Frequent district wide and statewide travel; Frequent prolonged and irregular hours; Occasional outside work with exposure to extreme hot and cold temperatures, dust, noise, vibration, and chemical and electrical hazards.  


The foregoing statements describe the general purpose and responsibilities assigned to this job, and are not an exhaustive list of all responsibilities, duties and skills that may be required.
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