Zachary Community School Board
Position Description

JOB TITLE:  Director of Operations
REPORTS TO:  Superintendent of Schools

SCOPE OF RESPONSIBILITIES:

Under the direction of the Superintendent, is responsible for planning, coordinating, directing and supervising the daily operations and services that supports the instructional programs of the district; consistent with statute, policy and best practices.

PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS:
· Supervises and administers assigned departments to include: Child Nutrition Program, Construction, Maintenance/School Plant, Risk Management, School and Home Relations, Athletics and Transportation.
· Establishes goals for support services administrators and evaluates their performance and continuous improvements in relation to stated goals.

· Works with instructional personnel, principals, teachers and support employees in planning and evaluating school facilities.
· Develops annual budget with Supervisors and Business Manager for areas of responsibility for the Superintendent’s approval as well as ensures cost effectiveness of divisional operations per approved budgets.
· Ensures accurate records and reports are developed, maintained, and forwarded to appropriate authorities.
· Analyzes current energy usage and develops the district's energy management plan in order to provide proper environmental conditions with cost effective energy utilization.
· Act as liaison with the Board, other divisions of the school system, and other agencies and organizations on matters related to facilities, construction management, transportation, and maintenance.
· Reviews repair, project requests and material requisitions.

· Assist with the development, implementation, and approval of contracts, agreements, and leases with administrators, facilities manager, engineers, architects, attorneys, athletics, etc.

· Establishes and maintains intergovernmental relations with municipalities and parish/city
personnel.
· Trains and motivates employees at each facility and department related to safety.
· Serves as district’s risk manager; prepares accident frequency and severity report by facility.
· Attends all board meetings and assigned committee meetings.
· Supports staff development activities in assigned areas.
· Works to assure compliance with worker’s compensation and A.D.A. regulations and

to assure compliance with procedures related to internal investigations.
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PERFORMANCE RESPONSIBILITIES/ESSENTIAL FUNCTIONS (Cont.):
· Ensures that economical, safe and efficient transportation and nutritious food for school
children is provided in accordance with the board policies and procedures.
· Ensures that the rules, regulations of the LHSAA and policies of the Zachary Community School Board are followed.
· Assists in equitable solutions of complaints, concerns, and problems in the areas of
responsibility.

· Ensures that performance observations and evaluations are made of all subordinates within

the division as described in the parish Personnel Evaluation Plan.

· Ensures district compliance with local, state and federal policies, laws and regulation.
· Performs other task consistent with the goals and objectives of this position and

assignments by the superintendent.

WORK ENVIRONMENT/WORK HOURS:
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

COMMUNICATION SKILLS:
· Must be able to effectively communicate in English both orally and in writing.  

· Must be able to accurately compile and interpret data, summarize information, and provide reports to the Superintendent.  

· Must have ability to accurately give and receive information via telecommunication system and must be able to communicate successfully with all employees of every level and outside agencies.

EQUIPMENT USED:

Telephone, computer, audio-visual aids, copy machine, facsimile machine, calculator and any other appropriate business machine and/or office equipment.

PHYSICAL INVOLVEMENT:
· Standing, sitting, walking, reaching, bending, lifting up to 20 pounds is oftentimes required.  

· Must be able to travel to various locations and move freely within work sites.  

· Must have sufficient visual acuity to be able to work with computer monitors, read an interpret hand written documents.  

MENTAL INVOLVEMENT:
· Must understand and interpret written and verbal instructions.   

· Must be able to work independently with minimal supervision.  

· Must have the ability to maintain accurate records.  

· Must possess sufficient interpersonal skills to function compatibly with others.
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HUMAN RELATIONS INVOLVEMENT:
· Must have the ability to work under the pressure of deadlines, interruptions, and the ability to deal with other employees in such a way as to maintain their goodwill. 

· Must be able to respond positively to supervision and to accept commendations and recommendations.  

· Must demonstrate sensitivity/understanding in interpersonal relations with persons of diverse cultures/backgrounds.

MINIMUM QUALIFICATIONS:
Master’s Degree from accredited college or university, Louisiana Certification with Administration and/or Educational Leader Endorsement and 5 years successful experience as an Administrator.
TERMS OF EMPLOYMENT:
12 month employee
EVALUATION:
Shall be evaluated in accordance with the Zachary Community School Board Personnel Accountability Plan.
NOTE:  This job description is a summary of the primary duties and responsibilities of 

   the position.  It is not intended to be a comprehensive listing of all duties and 

   responsibilities.  The Zachary Community School Board reserves the right to 

   change this description at its discretion.

REVIEWED AND AGREED TO BY: 

______________________________



_____________

                     Applicant’s Signature


                                           Date
_____________________________________



Print Name

