
Mapleton Charter School–  
Year 1 of Operations 

Board of 
Directors 

2nd Grade 
Teachers 
(4 FTE) 

Kindergarten  
Teachers 
(4 FTE) 

Custodian 
(1.5 FTE) 

Administrative 
Assistant 
(1 FTE) 

School Leader 

School Nurse 
(1 FTE) 

CMO Project 
Manager 

(Full Time, onsite) 

Charter School 
Finance Specialist 

(.5 FTE) 

Special Ed 
Teachers          
(2 FTE) 

Advisory Board  
Citizens Budget 

Oversight 
Committee 

Parent’s 
Advisory 

Committee 

Expeditionary 
Learning School 

Designer 
(.5 FTE) 

Governing Body 

Academic Team 

Operations Team 

CMO Support 

Implementation Team  
(Collaborative Relationship) 

1st Grade 
Teachers 
(4 FTE) 

Cafeteria 
Worker 
(1 FTE) 

IT Consultant 
(.5 FTE) 

Elective 
Teachers          
(2 FTE) 

Reading 
Specialist         

(1 FTE) 

Paraprofessionals 
(1 FTE) 
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Mapleton Charter School–  
Full Scale (Year 5 of Operations) 

Board of 
Directors 

1st Grade 
Teachers 
(4 FTE) 

Kindergarten 
Teacher 
(4 FTE) 

Custodian 
(2 FTE) 

 Administrative 
Assistants 

(2 FTE) 

School Leader 

School Nurse 
(1 FTE) 

Advisory Board  
Citizens Budget 

Oversight 
Committee 

Parent’s 
Advisory 

Committee 

Governing Body 

Academic Team Operations Team 

Assistant 
Principle          
(1 FTE) 

2nd Grade 
Teachers 
(4 FTE) 

IS Charter 
School Finance 

Specialist 
(.5 FTE) 

4th Grade 
Teachers 
(4 FTE) 

3rd Grade 
Teachers 
(4 FTE) 

5th Grade 
Teachers 
(4 FTE) 

Special 
Education  

(4 FTE) 

Paraprofessionals  
(3 FTE) 

PE/Health  
(1FTE) 

Elective 
Teachers 
(5 FTE) 

Educational 
Diagnostician     

(1 FTE) 

Cafeteria Worker 
(1.5 FTE) 

IT Consultant 
(1 FTE) 

Expeditionary 
Learning School 

Designer 
(.5 FTE) 

Reading 
Specialist                

(1 FTE) 

Counselors / 
Community 
Engagement       

(2 FTE) 
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Mapleton Charter School
Staffing Chart

The staffing chart below outlines projected staff for the Mapleton Elementary in the school’s First Year of Operation through Year 3.
Position descriptions can be found below the chart.    The school’s organization chart denoting the reporting structure is included as
Attachment 15.

K 1st 2nd 3rd 4th 5th Total
Students:

Other Staff Required: Notes:

Year 1 100

4
classes

100

4
classes

100

4
classes

300

Student /
Teacher
1:17 ratio

Student /
Adult
1:13

1 principal
1 nurse
1 clerical
1.5 custodian (plus
contracts)
1.0 cafeteria manager
.5 technology consultant

The four classes in each grade are
split into vertical teams.

After year one there will be multi-
age loops that are created within a
pathway: K-1, 2-3, 4-5.

36 special education at 12%

Teachers Required:
10 elementary cert.
2 elementary/spec. ed.
1 teaching fellows
2 special education
1 reading specialist

.5 PE/health

.5 music

.5 visual art

.5 technology

Year 2 100

4
classes

100

4
classes

100

4
classes

100

4
classes

400

Student /
Teacher
1:17 ratio

Student /
Adult
1:14

1 principal
1 nurse
1 clerical
.5 counselor
1.5 custodian (plus
contracts)
1 cafeteria manager
.5 technology consultant

The four classes in each grade are
split into vertical teams.

After year one there will be multi-
age loops that are created within a
pathway: K-1, 2-3, 4-5.

48 special education at 12%

Teachers Required:
12 elementary cert.
4 elementary/spec. ed
2 teaching fellows
2 special education
1 reading specialist

.5 PE/health

.5 music

.5 visual art

.5 technology

Year 3 100

4
classes

100

4
classes

100

4
classes

100

4
classes

100

4
classes

500

Student /
Teacher

1 principal
1 counselor
1 nurse
2 clerical

The four classes in each grade are
split into vertical teams.

After year one there will be multi-
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Mapleton Charter School
Staffing Chart

K 1st 2nd 3rd 4th 5th Total
Students:

Other Staff Required: Notes:

Teachers Required:
15 elementary cert.
5 elementary/spec. ed.
2 teaching fellows
3 special education
1 education
diagnostician

1 reading specialist
1 PE/health
1 music
1 visual art
1 technology

1:17 ratio

Student /
Adult
1:13

1.5 cafeteria manager
2 custodian (plus
contracts)
1 information technology

age loops that are created within a
pathway: K-1, 2-3, 4-5.

60 special education at 12%

Year 4
and
beyond

100

4
classes

100

4
classes

100

4
classes

100

4
classes

100

4
classes

100

4
classes

600

Student /
Teacher
1:16 ratio

Student /
Adult
1:13

1 principal
1 assistant principal
2 counselor
1 nurse
2 clerical
1.5 cafeteria manager
2 custodian (plus
contracts)
1 information technology

The four classes in each grade are
split into vertical teams.

After year one there will be multi-
age loops that are created within a
pathway: K-1, 2-3, 4-5.

72 special education at 12%

Teachers Required:
18 elementary cert.
6 elementary/spec. ed.
3 teaching fellows
4 special education
1 education
diagnostician

1 reading specialist
1 PE/health
1 music
1 visual art
1 technology
1 enrichment
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Mapleton Charter School 
Position Descriptions 
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Mapleton Charter School 
Position Descriptions 

 
SCHOOL LEADER 
Mapleton Charter School is a dynamic and community-focused elementary school that will be 
opening its doors to 300 students in grades K-2 in the fall of 2016 and growing to a 600 student 
K-5 configuration by adding one grade per year.  As a new Expeditionary Learning school, 
Mapleton’s leader will be in a unique position to create a transformative educational 
environment as the school realizes its mission to provide an academically challenging academic 
program.  
 
The school’s board seeks a catalytic and forward-focused founding school leader to recruit 
outstanding teachers, create an exciting and engaging school culture, cultivate the school’s 
program, and establish a world-class school curriculum.  A successful candidate must possess a 
passion for student learning, a strong commitment to the community, and a vision for 
instructional leadership that will ensure the highest standards of instruction and student 
success.   
 
Key Personal Attributes 
Mission-driven:  Makes decisions based on the values of EL and the mission of the school; 
believes that good is not good enough; only great will suffice; disciplined in staying on course. 

Strategic: Able to anticipate problems, devise and carry out plans; manage time, work and 
resources effectively; prioritize and organize strategies to reach goals. 

Collaborative: Establishes and maintains a culture where students and staff are treated with 
respect and appropriately included in decisions; gives credit and empowers others. 

Tenacious: Shows a relentless drive and determination to achieve outcomes and results; adjusts 
course quickly when necessary; shows resilience when meeting obstacles or failure. 

Emotionally intelligent: Able to perceive, control, and evaluate emotions; shows self-knowledge, 
awareness of others, and ability to influence group dynamics; demonstrates professional 
maturity. 

Culturally savvy:  Has experienced and successfully navigated the challenges of a multi-cultural 
educational environment, demonstrating sensitivity to different cultures, languages and value 
systems. 

 
Job Responsibilities 
Instructional Leadership 

 Establish and maintain high expectations for all students and holds the pervasive belief 
that all students can learn and achieve at high levels. 

 Lead the staff in maintaining fidelity to the Expeditionary Learning philosophy and 
approach to curriculum, instruction, and assessment. 
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 Lead the staff in developing and maintaining their expertise on the conditions and 
pedagogy that promotes high quality teaching and learning.     

 Work with the CMO Project Manager to create and execute a yearlong schedule for 
professional development. Ensure professional development aligns with the mission, 
vision, and goals of the school.   

 Ensure that curricula are academically rigorous, relevant, equitable, and engaging for 
students, employing techniques of active pedagogy. 

 Develop instructional schedules for classes, special subjects, and inclusion. Ensure 
common planning time for teachers. Ensure schedules support instructional and 
curricular goals. 

 Collaborate with the CMO Project Manager to maintain compliance with all aspects of 
the Charter Performance Agreement and the charter’s curriculum, instructional 
program, and strategies. 

 Collaborate with the Board and CMO to develop and implement a school improvement 
plan that supports increased student achievement and success. 

 
School Culture 

 Establish a strong school culture based on the vision, mission and philosophy of the 
school as articulated in the school’s charter. 

 Model and promote respect for the diversity of student backgrounds, experiences, 
developmental needs and learning approaches. 

 Model an attitude and mindset of constant learning and the importance of ongoing 
development of all members of the school community. 

 Create a safe, secure, orderly, and productive learning environment, including 
establishing guides for proper student conduct and holding students accountable to 
school wide behavioral expectations. 

 Support teachers in implementing the discipline policy and make final decisions to 
uphold the appropriate disciplinary measures.   

 
Data Driven Decision Making 

 Ensure that data collection systems are in place and that data is being analyzed and used 
to improve instructional practices, curriculum and assessment practices. 

 Propose school-wide instructional goals to the Board of Directors based on data and 
performance.   

 Ensure that teachers provide assessment information and data to parents during parent 
teacher conferences. 

 Develop a plan and implement strategies for raising achievement in subgroups who do 
not make AYP or who score below the Mapleton average. Work with teachers and PLC’s 
to develop plans for individual students achieving below grade level. 

 
Daily Operations 

 Supervise the day-to-day operations of the school. 

 Ensure compliance with all state and federal regulations and reporting. 
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 Develop and implement effective management structures, strategies, and procedures. 

 Work collaboratively with the Charter Management Organization through the CMO 
Project Manager in all areas of administration and management in accordance to the 
CMO agreement, including student transportation; student recruitment, application, 
and enrollment; health and safety regulations; and out-of-school programming. 

 Ensure that teachers maintain accurate records and record grades and attendance 
accurately in eSchool. 

 Ensure that the special education coordinator maintains accurate records and that all 
cases are in compliance with State and Federal regulations. 

 Oversee the organization of student files and databases, including enrollment 
documents, residency documents, medical records, and free and reduced lunch 
applications. 

 Maintain strong relationship with Board of Directors and attend monthly meetings of 
the Board. 

 
Budget/Finances 

 Collaborate with the Board of Directors and CMO to ensure proper budgeting, 
accounting, auditing, and financial planning. 

 Prepare detailed budgets and monitor budget categories and expenditures. Participate 
on the school’s Financial Oversight Committee. 

 Provide priorities for fundraising projects to the Board of Directors.   

 Collaborate with the school’s Board of Directors to define fundraising priorities and 
support fundraising activities. 

 
Personnel 

 Lead the creation of a great work environment for all staff 

 Develop an interview process and framework to successfully evaluate potential 
candidates. 

 Collaborate with the CMO Project Manager to conduct the recruitment and selection 
process for all personnel and to make recommendations to the school’s Board of 
Directors on all hiring and termination actions; and, oversee those processes and 
documentation. 

 Supervise, and support a staff of administrators, teachers, and support staff.  

 Maintain accurate personnel files according to DDOE regulations.. 

 Evaluate teachers annually using DPAS II policies and procedures. 

 Collaborate with the CMO Project Manager to annually review and update the staff 
handbook and personnel policies. 

 
Parent and Community Involvement 

 Develop and maintain a program to integrate parents and other community members 
into the culture of the school, to increase participation among underrepresented parent 
groups. 
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 Ensure teachers regularly communicate with parents and conduct parent-teacher 
conferences at least two times per year.  

 Oversee the parent and community volunteer training program and connect trained 
parent and community volunteers to staff.   

 Maintain accurate and updated records on background checks for all volunteers working 
directly with children. 

 Establish and maintain relationships with community members and organizations to 
support the education program and operations at Mapleton. 

 Collaborate with the CMO Project Manager to review and revise the parent and 
community handbook on an annual basis, ensuring that families access all services 
available to them through the school and its partners. 
 

Job Qualifications 
Required Qualifications 

 Passion for working in the field and commensurately strong work ethic. 

 Successful leadership of a public or non-public school. 

 Demonstrated success in encouraging and engaging parental involvement. 

 Commitment to accountability for all aspects of school’s charter, academic performance 
agreement, and school operations. 

 Master’s or Doctoral Degree in a relevant field from an accredited college or university 

 Five (5) years of instructional/classroom experience. 

 Exceptional organizational, communication, public relations, and interpersonal skills. 

 Able to prioritize and effectively manage competing tasks and responsibilities. 

 Able to sustain a calm, reasonable approach, and communicate effectively in stressful or 
problematic situations. 

 Skilled in the use of the internet, email, and Microsoft Office. 

 Displays a high-level proficiency in the use and application of educational technologies 

 Possess a Delaware Principal Certification or proven ability to meet certification criteria 
required 

 Able to lift up to 50 pounds 

 Able to hear within normal range, with or without amplification 

 Able to participate in activities that may include standing, sitting, walking, and to 
perform work requiring visual acuity 

 
Preferred Qualifications: 

 Experience in an Expeditionary Learning School preferred 

 Experience with Project-Based Learning preferred 

 Knowledge and practice in contemporary educational models 

 School start-up experience 
 
Deadline to apply:  
To apply, email cover letter, resume, and a list of at least three references to TBD. 
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CMO PROJECT MANAGER 
Overview: The CMO Project Manager, an employee of Innovative Schools, will work closely 
with the School Leader and the School Leadership team to ensure that the school is operated in 
an organized and effective manner. The CMO Project Manager will coordinate the Innovative 
Schools support team to ensure the proper implementation of the School’s academic program, 
operations, culture, school assessment and accountability, community relations and strategic 
planning.  The ideal candidate is energetic, fast-paced, an effective multi-tasker, who can 
prioritize their time effective to meet and exceed tight deadlines. 

 
Areas of Major Responsiblities: 

 Coordinate and manage all supports provided by Innovative Schools and its 
subcontractor/school design partner; 

 Implement and enhance the school’s systems and culture; 

 Assist with student recruitment; 

 Communicate effectively with students, families, and colleagues; 

 Participate actively in faculty meetings, administrative team meetings and other meetings; 

 Assist in grade-level and school-wide activities; 

 Adhere to the policies, standards, and school-wide responsibilities described in the School’s  
Charter School application; 

 Create an accountability plan to ensure the successful delivery of all CMO related school 
wide initiatives ; 

 Collect and analyze school performance data; 

  Build the school staff’s capacity to manager the academic program and operations, as well 
as the institutional memory at the school site. 
 

Skills & Qualifications: 

 Detail oriented, strong follow-through skills; 

 Ability to take initiative, prioritize tasks, and work independently; 

 Excellent computer skills including Microsoft Office; especially Outlook, Word and Excel; 

 Strong time management skills; ability to manage multiple tasks simultaneously and meet 
tight deadlines; 

 Demonstrated flexibility, maturity and ability to accomplish competing priorities; 

 Strong written and oral communication skills; demonstrates strong interpersonal skills with 
students, parents, colleagues and community members;  

 Interest in performing a critical support role and the ability to excel in a fast-paced, 
entrepreneurial, results-oriented environment; 

 Ability to maintain a calm, professional demeanor in the face of competing demands and 
external pressures; 

 Prior experience working in schools and/or urban communities; relentless commitment to 
mission of educating urban students; 

 Be detail‐oriented and self‐directed and able to work independently on short‐ and long‐
term projects; 
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 Act as an initiator, problem‐solver, and creative thinker. 

 Bachelor’s degree required masters preferred; and 

 Teaching experience strongly preferred; 2-3 years of administrative experience working 
with an education agency preferred but not required.  

 Experience with project management preferred; 
 
Innovative Schools engages employees without regard to race, color, religion, creed, age, 
gender, marital status, sexual orientation or any other characteristic covered by law. All who 
believe they meet the stated qualifications are invited to apply. Innovative Schools is an equal 
opportunity employer. 
 

TEACHERS 
Primary Role and Responsibilities: 
Teachers are responsible for implementing the curriculum and instructional program, providing 
for an enriched multicultural experience, coordinating with other staff, keeping accurate and 
concise records, adjusting teaching strategies to meet the needs of all students, and using 
professional judgment to provide the best possible instruction and remediation so as to 
optimize student success in meeting high standards. In alignment with the Expeditionary 
Learning model, teacher’s homeroom students will become their “crew,” and teachers will 
oversee and coordinate all aspects of each child’s learning plan, ensuring that each student’s 
academic program meets all standards and requirements for graduation. Teachers will loop 
with their students for two years in K-1, 2-3, 4-5 cycles.   

 
Qualifications: 

 Possess a Delaware state teaching certification in age-appropriate levels for assigned 
instruction responsibilities 

 Prefer 2 – 6 years teaching experience  

 Bachelor’s Degree or higher 

 Excellent verbal and written communication skills 

 Excellent organizational and interpersonal skills 

 Understanding of curriculum and methods of instruction 

 Experience in test evaluation and measurements of achievement 

 Track record of success with diverse children, including those with special needs 

 Knowledge and proven ability in positive behavior management 

 Ability to work well with parents 

 Ability to work effectively as a team member 

 Ability to network in the community 

 Skilled in the use of the internet, email, and Microsoft Office (e.g. Word, Excel, 
PowerPoint, and Outlook). 

 Capable of interpreting policy, procedures, and data  

 Willingness to be held accountable for student results 
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Essential Duties and Responsibilities: 
This list is intended to be illustrative rather than complete, and serves to show major duties and 
responsibilities of a teacher. It does not express or imply that these are the only duties to be 
performed by the person in this position. The employee will be required to perform any other 
duties as deemed appropriate by the school leader. 

 Coordinate and monitor each student’s learning plan 

 Provide direct instruction and academic support to support integrated expeditions 

 Conduct long and short-term planning to address the individual needs of students 

 Develop lesson plans that ensure the attainment of state learning standards and the 
additional specific grade-by-grade learning standards set forth in the charter 

 Co-plan and co-teach with other teachers to reinforce student knowledge 

 Prepare students adequately for all required assessments and exhibitions 

 Evaluate students’ progress and prepare student achievement reports for parents as 
required 

 Provide an inviting, exciting, innovative, learning environment 

 Engage in effective and appropriate classroom management 

 Work collaboratively with other staff 

 Maintain professional competence through participation in professional 
development activities 

 Attend meetings and other activities, as determined by the school leader 
 

Physical and Mental Requirements: 

 Ability to lift up to 50 pounds  

 Ability to hear within normal range with, or without, amplification 

 Ability to communicate effectively with students, parents, internship mentors, and 
general public 

 Ability to participate in activities that may include standing, sitting, walking; and 
perform work requiring visual acuity 

 Ability to prioritize and effectively manage competing tasks and responsibilities 

 Ability to sustain a calm, reasonable approach and communicate effectively in 
stressful or problematic situations  

 Ability to read, follow written and verbal instructions, and communicate clearly, 
verbally and in writing 

 Must possess a valid driver’s license or show access to a reliable means of 
transportation in off business hours 

 
 
TEACHING FELLOW (Instructional Paraprofessional) 
Primary Role and Responsibilities: 
Teaching fellows are core members of the instructional team and assist teachers in carrying out 
the educational program for students to maximize the impact of instruction.  As a novice 
educator, teaching fellows work with a consistent team of teachers in a mentor/apprenticeship 
relationship to develop expertise as a classroom educator, participating in planning sessions, 
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delivering instruction through small group instruction, and collecting assessment data.  This role 
is intended to be a training ground for educators or other professionals who are pursuing 
certification or who would benefit from a scaffolded entry into the teaching profession.       
 
Qualifications: 

 Pursuing certification as an elementary certified teacher  

 Must have a High School Diploma, and must be eligible for Title I certification by 
having passed the ParaPro Exam, or have an Associate’s Degree or higher, or 
successfully completed 60 credits with a grade of “C” or above for coursework 
towards teacher certification.   

 Previous experience working with students in a classroom setting preferred but not 
mandatory 

 Excellent verbal and written communication skills 

 Excellent organizational and interpersonal skills 

 Ability to work effectively as a team member 

 Ability to network in the community 

 Skilled in the use of the internet, email, and Microsoft Office (e.g. Word, Excel, 
PowerPoint, and Outlook). 

 
Essential Duties and Responsibilities: 
This list is intended to be illustrative rather than complete, and serves to show major duties and 
responsibilities of a Teaching Fellow. It does not express or imply that these are the only duties 
to be performed by the person in this position. The employee will be required to perform any 
other duties as deemed appropriate by the school leader. 

 Participate in planning sessions with the mentor teacher(s) to address the individual 
needs of students 

 Assist the mentor teacher(s) in developing lesson plans that ensure the attainment 
of state learning standards and the additional specific grade-by-grade learning 
standards set forth in the charter 

 Plan and provide academic support to individual and small groups of students to 
support integrated expeditions, in collaboration with the mentor teacher(s) 

 Collect assessment data as directed by the mentor teacher(s) 

 Contribute to and facilitate an inviting, exciting, innovative, learning environment 

 Engage in effective and appropriate classroom management in concert with 
classroom routines and procedures 

 Work collaboratively with the mentor teacher(s) 

 Participate in instructional professional development activities 

 Attend meetings and other activities, as determined by the school leader 
 
Physical/Mental Requirements: 

 Able to lift up to 50 pounds 

 Able to hear within normal range, with or without amplification 
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 Able to participate in activities that may include standing, sitting, walking, and to 
perform work requiring visual acuity 

 Sustain calm, reasonable approach and communicate effectively in stressful 
situations 

 Must be able to read, follow written and verbal instructions, and communicate 
clearly verbally and in writing 

 
 
SCHOOL NURSE 
Primary Role and Responsibilities: 
The school nurse provides health care to the school community and leadership for the provision 
of health services. The school nurse provides screening and referral for health conditions, while 
serving as a resource person to the school and the community on health education including, 
but not limited to, physical, emotional, personal and social, and consumer health and safety. 
The school nurse promotes a healthy school environment. 
 
Qualifications: 

 Must be a Registered Nurse currently licensed to practice in Delaware 

 Bachelor of Science in Nursing (BSN) preferred 

 At least 3 years supervised clinical experience 

 Experience as school nurse or willingness to participate in training on school 
procedures (e.g., Induction Cluster Training offered at University of Delaware) 

 Certified in CPR 

 Experience with age appropriate students for the assigned school setting 

 Excellent verbal and written communication skills 

 Excellent organizational and record-keeping skills 

 Demonstrated ability to communicate and work effectively with parents and staff 

 Ability to adapt to differences and changes in characteristics of students, programs, 
leadership, staff, and community 

 Skilled in the use of the internet, email and Microsoft Office (e.g. Word, Excel, 
PowerPoint, and Outlook) 

 Commitment to work effectively as a team member 

 Capable of interpreting policy, procedures, and data 

 Ability to work in an independent health care setting 

 Willingness to keep up-to-date with current school nursing practice  
 

Responsibilities: 

 Care of the sick and injured in keeping with school policy  

 Maintain accurate, up-to-date health records while protecting privacy of student 
records 

 Appraise and identify the health needs of students through school screenings such 
as vision, hearing, postural/gait, tuberculin testing and physical examinations 
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 Encourage the correction of remedial conditions by working with parents/guardians, 
teachers and community agencies 

 Work with administrators, teachers, and other school personnel to modify the 
school environment and curriculum as needed for children with health concerns  

 Recommend changes to school practices to promote health and remove safety 
hazards 

 Provide health counseling to students, parents/guardians and school personnel, 
keeping in mind the limitations as well as abilities 

 Present health education, both informally and formally, as requested 

 Advise school leader on compliance issues for health and safety 

 Serve as a liaison among school personnel, families and health care providers  

 Comply with Department of Education regulations relative to health and safety in 
charter schools  

 Ability to exercise tact, discretion and confidentiality 
 
Physical and Mental Requirements: 

 Ability to lift up to 50 pounds  

 Ability to hear within normal range, with or without amplification  

 Ability to speak for extended periods to convey information or detailed instructions 
in a calm, efficient manner  

 Ability to participate in activities that may include standing, sitting, walking, and to 
perform work requiring visual acuity  

 Must possess the ability to prioritize and effectively manage competing tasks and 
responsibilities  

 Must sustain calm, reasonable approach and communicate effectively in stressful or 
problematic situations  

 Must be able to read, follow written and verbal instructions, to communicate clearly 
verbally and in writing  

 Must possess a valid driver’s license and have access to a personal vehicle to drive to 
other locations (travel expenses will be reimbursed at the school’s standard mileage 
rate) 

 
ADMINISTRATIVE ASSISTANT (Clerical) 
Primary Role and Responsibilities: 
The person hired for this position will be responsible for the administrative and organizational 
aspects of the Mapleton Charter School. This individual will be responsible for the reception of 
visitors and information, organization and filing of records, processing of enrollment 
information, inventory and ordering of office supplies, assistance to the school leader, the 
board, and faculty for scheduling and correspondence, coordination of service providers for 
maintenance and cleaning and support of school events as needed. 
 
Qualifications: 

 Excellent organizational skills 
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 Successful experience in office management, preferably in a school setting 

 Excellent interpersonal and communications skills 

 High School diploma with business training a minimum; college degree preferred 

 Ability to handle multiple tasks effectively and work under pressure 

 Proficient in Microsoft Office (e.g. Word, Excel, PowerPoint, and Outlook)   

 Ability to exercise tact, discretion and confidentiality 
 
Responsibilities: 

 Assist school leader and faculty with scheduling and appointments 

 Assist school leader and faculty with correspondence 

 Be responsive to clerical requests from the board  

 All reception duties including phone calls, greeting visitors, etc. 

 Receive and distribute mail, email and faxes 

 Ensure office equipment is well-maintained 

 Organize, order and inventory office supplies 

 Process and organize enrollment information 

 File student records as requested by school leader and faculty 

 Coordinate service providers for maintenance, cleaning, etc. 

 Provide support to school events as requested  

 Maintain a friendly, positive attitude with staff, students and families 

 Orders instructional supplies and materials and distributes orders upon receipt 

 Perform other related duties as assigned. 
 
Physical/Mental Requirements: 

 Able to lift up to 50 pounds 

 Able to hear within normal range, with or without amplification 

 Able to speak for extended periods to convey information or detailed instructions in 
a calm, efficient manner 

 Able to participate in activities that may include standing, sitting, walking, and to 
perform work requiring visual acuity 

 Possess ability to prioritize and effectively manage competing tasks and 
responsibilities 

 Sustain calm, reasonable approach and communicate effectively in stressful 
situations 

 Must be able to read, follow written and verbal instructions, and communicate 
clearly verbally and in writing 

 
CUSTODIAN 
This position is responsible for keeping building clean and in an orderly condition. This 
individual will perform heavy cleaning duties, such as washing walls and windows, shampooing 
rugs, cleaning floors, removing rubbish and performing routine maintenance activities.  The 
custodian will make sure students' learning environments are safe and clean, will notify 
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management of repairs needed, tend to furnaces and boilers and clean snow and other debris 
from sidewalks. The custodian must also demonstrate a willingness to be available for any 
cleaning issue that might arise during a school day. 
 
CAFETERIAL MANAGER 
The Cafeteria Manager will be a part-time position in years 1-2 and expand to full-time in year 3 
of school operations. 
 
Qualifications: 

 Possession of a valid TB test and health examination issued by the local county board of 
health or recognized medical authority 

 One year school food service experience or related experience 

 High school diploma or GED or higher 
 
Essential Job Functions: 

 Manages food service operations including food production and sanitation 

 Maintains a working relationship with other employees and staff 

 Politely and respectfully serves students, staff, parents, and others 

 Performs tasks assigned with minimal supervision 

 Accepts responsibility for multiple tasks without supervision 

 Implements planned quality menus incorporating time-saving production techniques, 
and effective merchandising  

 Receives, stores, handles, prepares and serves food according to established standards 

 Assures that sanitation and safety practices comply with federal, state and local 
regulations 

 Maintains required system of accountability 

 Promotes student and staff satisfaction by merchandising and serving meals in an 
attractive manner 

 Communicates concerns to appropriate supervisor about policies and procedures 
relating to all food service 

 Manages program in accordance with all federal, state and local requirements 

 Attends job-related training classes and workshops 

 Practices procedures in food preparation, use and care of equipment and personal 
habits to assure that sanitation standards are met 

 Maintains daily production record of food, meal counts, daily deposits and other 
required documentation 

 Performs other duties and responsibilities as assigned by supervisor 
 
Physical and Cognitive Requirements 

 Lift up to 50 pounds of force 

 Stand for six continuous hours 
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 Stoop, squat, kneel and/or bend in a manner that allows the palms to touch the floor (as 
in cleaning of baseboards, equipment, etc.) 

 Bend from a standing position in a manner that allows the palms to touch the knees (as 
in washing of pots and pans in deep sinks and cleaning milk boxes) 

 Bend from the waist in a standing position with arms outstretched for an extended 
period of time (as in service of food) 

 Twist, turn, and/or stretch from side to side that allows the shoulders to be 
perpendicular to the hips (as in mopping, sweeping, stocking shelves, removing food 
from ovens, etc.) 

 Lift, carry, and/or support 30 pounds from shoulder level to above the head (as in 
placing food in ovens, freezers, stockroom shelves, etc.) 

 Perform duties requiring non-repetitive motions with hands and wrists (as in slicing, 
dicing, washing, counting money, writing, scrubbing, scraping, etc.) 

 

INFORMATION TECHNOLOGY CONSULTANT 
Job Description 
The Information technology specialist will be a consulting position.  This position will report 
directly to the school leader and will be responsible for helping to design, operate and 
maintain the school’s technology products including network management, software 
development and database administration. The IT specialist will also be responsible for 

providing technical support to the school’s employees and students, and for working with 
external partners as needed including consultants, agencies and vendors, to arrive at the most 
appropriate system or integration of multiple systems.  

 
Responsibilities: 

 Install and perform minor repairs to hardware, software, and peripheral equipment, 

following design or installation specifications. 

 Oversee the daily performance of computer systems. 

 Set up equipment for employee use, performing or ensuring proper installation of cable, 

operating systems, and appropriate software. 

 Maintain record of daily data communication transactions, problems and remedial 

action taken, and installation activities. 

 Read technical manuals, confer with users, and conduct computer diagnostics to 

investigate and resolve problems and to provide technical assistance and support. 

 Confer with staff, users, and management to establish requirements for new systems or 

modifications. 

 Develop training materials and procedures, and/or train users in the proper use of 

hardware and software. 
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 Refer major hardware or software problems or defective products to vendors or 

technicians for service. 

 Prepare evaluations of software or hardware, and recommend improvements or 

upgrades. 

 Read trade magazines and technical manuals, and attend conferences and seminars to 

maintain knowledge of hardware and software. 

 Supervise and coordinate workers engaged in problem-solving, monitoring, and 

installing data communication equipment and software. 

  Inspect equipment and read order sheets to prepare for delivery to users. 

  Modify and customize commercial programs for internal needs. 

  Answer users' inquiries regarding computer software and hardware operation to 

resolve problems. 

  Enter commands and observe system functioning to verify correct operations and 

detect errors. 

 Conduct office automation feasibility studies, including workflow analysis, space design, 

and cost comparison analysis 

Qualifications: 

 Able to lift up to 50 pounds 

 Able to hear within normal range, with or without amplification 

 Able to participate in activities that may include standing, sitting, walking, and to 

perform work requiring visual acuity 

 Up to 2 years as an Information Technology Specialist in a school 

 Bachelor’s degree in Computer Science or related field. 
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