
MODESTO CITY SCHOOLS 
 

Job Description 
JC# 0065 

SCHOOL OPERATIONS MANAGER, K-6 
 
 
 
OVERALL RESPONSIBILITY 
 
Under the direction of the Building Principal, assist in the supervision of site operations and designated programs in 
accordance with the adopted policies and regulations of the District. 
 
 
SPECIFIC RESPONSIBILITIES 
 
1. Apply District Conduct Code, including making parent contacts and maintaining records for both discipline and 

attendance. 
 
2. Supervise playground activities and yard supervisors.  Develop yard duty schedules. 
 
3. Maintain textbook inventory and coordinate textbook distribution. 
 
4. Provide logistical support for the mandated district testing program as directed. 
 
5. Perform duties and assume responsibilities as the administrative liaison to school/community partnerships. 
 
6. Maintain instructional materials inventory. 
 
7. Maintain equipment inventory. 
 
8. Prepare required District reports as directed. 
 
9. Apply laws, codes, policies and regulations pertaining to the area of assigned responsibility. 

 
10. Provide administrative support for student attendance procedures as directed. 
 
11. Perform duties and assume responsibility for site supervision duties as directed. 
 
12. Coordinate school operations needs with appropriate district staff. 
 
13. Coordinate site substitute teacher procedures. 
 
14. Supervise student groups and activities (including Student Council, Chorus, etc.). 
 
15. Arrange for guest speakers, assemblies, and other special events. 
 
16. Assist in the planning and operation of auxiliary services (technology, cafeteria, nurse, junior traffic  

patrol, etc.). 
 
17. Promote positive public relations with students, staff, parents, and the community. 
 
18. Effectively communicate and maintain cooperative relationships with those contacted in the course of work. 
 
19. Perform other related duties as assigned.   

 
 
WORK YEAR 
 
Approved days as specified on the Management Salary Schedule (206) 



SCHOOL OPERATIONS MANAGER, K-6 (continued) 
 
 
 
SALARY 
 
Management Salary Schedule – Range 110 
 
 
QUALIFICATIONS 
 
      Knowledge/Ability 
 
  Minimum Requirements: 

Knowledge of school and office procedures. 
Knowledge of and ability to apply computer programs and computer technology to areas of assigned 

responsibilities. 
Knowledge of and ability to apply management, and contract administration principles and practices. 
Knowledge of and ability to apply effective supervision techniques. 
Knowledge of and ability to apply problem solving processes and techniques. 
Ability to effectively communicate orally in large and small group settings. 
Ability to compose clear, complete, and concise reports independently using correct grammar and 

punctuation. 
Ability to work effectively and efficiently without close supervision. 
Ability to understand and carry out complex oral and written directions. 
Ability to communicate and maintain cooperative relationships with those contacted in the course of 

work. 
 

 
 Education 
  Minimum Requirements:     

Two (2) years college or a minimum of one (1) year college and experience related to the specific 
responsibilities of this position. 

 
    
 Desirable Qualifications 
   BA degree or higher. 
   Formal administrative training. 
   Bilingual preferred. 
 
 
 License  
  Valid California Driver’s License. 
 
 
 
REPORTS TO: 
 
Principal, K-6 
  
 
Human Resources Reviewed:  11/3/04 
Board Approved:  1/18/05 
 


