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Business!Operations!Manager!
Rocketship!is!hiring!for!the!Business!Operations!Manager!position!in!the!Bay!Area.!The!Business!
Operations!Manager!is!a!trusted!partner!to!the!Principal,!who!builds!relationships!and!capital!
with!all!staff!and!families,!engages!and!invests!in!diverse!stakeholder!groups!across!the!school.!
An!excellent!BOM!is!excited!about!building!highly!collaborative!teams!and!shaping!a!positive!
culture!at!our!school!sites,!is!meticulous,!precise!and!committed!to!accountability.!The!BOM!
provides!direct!services!to!the!school!that!enables!instructional!staff!to!better!serve!students!
and!families.!This!is!a!school!site!based!role!that!requires!significant!school!and!business!
experience.!The!BOM!ensures!the!school!is!safe,!compliant,!efficient,!and!financially!sound.!The!
BOM!role!is!an!excellent!option!for!former!teachers!who!want!to!grow!and!develop!through!a!
school!leadership!position,!but!who!do!not!want!to!pursue!instructional!leadership.!
!
BOM$responsibilities$!
•!Collaborate!with!the!Principal!to!build!systems!and!processes!that!support!a!positive!school!
culture!!
•!Manage!food!service!operations,!including!managing!staff,!serving!as!main!contact!with!meal!
vendor,!ensuring!compliance,!conducting!local!audits,!and!ensuring!meal!program!financial!
health!!
•!Own!procurement!and!purchasing!for!the!school!site.!Work!with!school!to!understand!needs,!
place!orders,!inventory!items!received,!handle!returns/exchanges,!etc.!!
•!Hire,!manage,!and!evaluate!all!hourly!school!support!staff,!including!those!working!on!lunch!
and!arrival/dismissal!!
•!Create!and!manage!execution!of!support!staff!PD!to!maintain!school!culture!i.e.!behavior!
management,!incentive!programs!etc.!!
•!Support!the!logistical,!compliance,!and!technology!side!of!administration!of!selected!
assessments,!including!NWEA!MAP,!STAR,!CELDT,!Physical!Fitness,!and!Hearing!&!Vision!testing!!
•!Serve!as!main!owner!of!school!safety!processes!and!compliance,!including!administering!
trainings,!running!drills,!and!conducting!safety!audits.!Partner!with!Principal!to!respond!to!
emergencies.!!
•!Manage!facilitiesPrelated!needs,!including!scheduling/meeting!vendors!and!handling!afterP
hours!facilities!emergencies!!
•!Provide!support!for!Principal!on!financePrelated!topics,!including!around!budgets,!cash!
collection,!and!invoice!approval!!
•!Serve!as!onPsite!HR!compliance!contact,!including!completion!of!new!hire!and!benefits!
paperwork!and!collect!personnel!file!items!!
•!Serve!as!onPsite!IT!contact,!including!managing!IT!assets,!assisting!staff!with!IT!issues!as!able,!
and!serving!as!main!touchpoint!to!central!IT!staff!!
•!Manage!arrival!and!dismissal!!
•!Manage!startPofPyear!logistics!around!movePin!(most!relevant!for!new!schools)!!
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•!Own!free/reducedPprice!lunch!application!process,!including!validating!forms!and!running!
income!verification!process!!
•!Run!weekly!and!monthly!attendance!reports,!serve!as!main!point!of!contact!for!PowerSchool!
administrator!for!needs!related!to!compliance!reporting!
!
Required$Qualifications$
•!Minimum!4!years!of!relevant,!schoolPbased!experience!preferred!!
•!Managerial!experience!preferred!but!not!required!!
•!Strong!PCPbased!computer!skills,!and!ability!to!quickly!adapt!to!new!computer!programs!and!
software!!
•!Experience!in!a!fastPpaced,!highly!analytical,!entrepreneurial!environment!–!with!ability!and!
desire!to!help!shape!a!new!role!and!flexibly!shift!responsibilities!over!time!as!the!role!and!
department!evolve!!
•!High!tolerance!for!ambiguity,!changing!work!priorities!and!deadlines,!and!a!willingness!to!take!
on!responsibilities!and!to!prioritize!work!on!multiple!projects!!
•!Excellent!interpersonal!communication!skills,!including!on!sensitive!topics!!
•!Skill!at!communicating!respectfully!and!empathetically!with!student!families.!Spanish!
language!proficiency!preferred!but!not!required.!!
•!TeamPplayer!attitude!and!strong!customerPservice!orientation!!
•!Demonstrated!ability!to!be!detailPoriented,!organized,!and!resourceful!!
•!Ability!to!proactively!manage!multiple!critical!deadlines!and!quickly!and!confidently!adapt!in!a!
fastPpaced!environment,!independently!following!through!on!completion!of!tasks!and!
responsibilities!!
•!Skill!at!building!strong!working!relationships!with!people!in!both!seniorP!and!juniorPlevel!roles,!
both!within!and!beyond!Rocketship!!
•!Ability!to!treat!sensitive!issues!with!respect!and!empathy!and!maintain!strict!confidentiality!
where!required!!
•!Passion!for!Rocketship’s!mission,!matched!with!a!strong!work!ethic!!
•!Belief!that!all!students!can!achieve!academic!success!
!
How$to$Apply!
To!submit!your!resume,!cover!letter!and!other!materials,!please!visit!http://www.rsed.org/.!
!
Rocketship+Education+provides+equal+employment+opportunities+(EEO)+to+all+employees+and+
applicants+for+employment+without+regard+to+race,+color,+religion,+gender,+sexual+orientation,+
national+origin,+age,+disability,+genetic+information,+marital+status,+amnesty,+or+status+as+a+
covered+veteran+in+accordance+with+applicable+federal,+state+and+local+laws.+Rocketship+
Education+complies+with+applicable+state+and+local+laws+governing+nonAdiscrimination+in+
employment+in+every+location+in+which+the+company+has+facilities.+This+policy+applies+to+all+terms+
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and+conditions+of+employment,+including,+but+not+limited+to,+hiring,+placement,+promotion,+
termination,+layoff,+recall,+transfer,+leaves+of+absence,+compensation,+and+training.+Rocketship+
Education+expressly+prohibits+any+form+of+unlawful+employee+harassment+based+on+race,+color,+
religion,+gender,+sexual+orientation,+national+origin,+age,+genetic+information,+disability,+or+
veteran+status.+Improper+interference+with+the+ability+of+Rocketship+Education's+employees+to+
perform+their+expected+job+duties+is+absolutely+not+tolerated.!


