
 
 

Job Description- Office Manager:  Vista College Prep staff are committed to closing the achievement gap.  VCP’s 
joyful, urgent, intentional culture underscores all we do to make our schools a proof point for what is possible for all 
students in Arizona.  The Office Manager is responsible for ensuring all front office activity aligns with VCP’s broader 
mission, especially as it pertains to a commitment to excellent customer service for all constituents and collaboration 
with families.  The Office Manager also supports the Operations Team with all matters of school administration that 
do not directly relate to instruction.   

 
Responsibilities:  
 
Communication Systems 

• Ensure all front office activity aligns with and reinforces VCP’s broader mission.  Activities include but are not 
limited to greeting all families and visitors, managing phone calls, and meeting or exceeding expectations for 
the cleanliness and professional appearance of the front office; 

• Maintain accurate and updated records of parent and family contact information, including records related to 
student custody and approved adults to dismiss students from school; 

• Relay messages to staff, students, and families efficiently and professionally; 

• Manage the autocall system; 

• Support management of family mailings and written communication to families; 

• Translate documents into Spanish and interpret in-person meetings as requested; 
 

Attendance Systems 

• Oversee management and maintenance of accurate student records, including but not limited to 
attendance and tardies; 

• Oversee management of school student information database; 

• Support activities related to compliance with all state, federal, and local employment laws and 
policies related to student records; 

 
Student Transportation Systems 

• Ensure accuracy of daily bus lists; 

• Manage communication related to ongoing updates to daily bus lists, student pick-up, and all details 
related to student dismissal; 

• Support student safety by ensuring all students are signed into and out of school only by adults with 
custody and/or express permission from the student’s guardian to do so; 

 
Parent and Family Engagement/Student Recruitment 

• Support school-wide events, including but not limited to Parent-Teacher Conferences, academic 
nights, field trips, community events, etc.; 

• Correspond regularly with families regarding school policies, trips, events, and milestones; 

• Respond to family concerns promptly and effectively; 

• Support activities related to enrollment at school site in collaboration with the Manager of 
Community Engagement  

• Support with orientations for new and returning families; 

• Manage and conduct home visits for newly enrolled families  
 
School Operations 

• Support campus preparation for each new school year by supporting the school’s Operations leader 
with ordering and receiving deliveries of furniture, equipment, and classroom supplies as well as 
supporting logistics related to vendor relationships (i.e., student food services, student 
transportation services);   



• Per direction from the school’s Operations leader, support management of instructional and office 
supplies to ensure that all materials are in stock and teacher requests are fulfilled; 

• Support coordination with food services to ensure on-time meals, availability for field trips, and 
compliance with federal food regulations, including sanitation standards;  

• Assist with on-site technology activities; 

• Support management of all student medical/allergy information and the administration of 
medicine; 

 
Operations Team Support 

• Participate actively on the School’s Operations Team, including all activities related to team-building 
and professional development; 

• Meet daily with Operations Team to align priorities; 

• Support scholars with behavioral needs as directed; 

• Support smooth, efficient daily school operations; 

• Support faculty, scholars, and families with a superior level of customer service, enabling teachers 
and school leaders to focus exclusively on teaching and learning; 

• Collaborate with Operations Team members to maintain strong staff culture and a warm, collegial 
and mission-focused environment for faculty and staff. 
 

Skills and Characteristics 

• Belief in the Vista College Prep mission and educational model; 

• Fiercely organized and consistently able to meet deadlines amid competing priorities; 

• Attention to detail to ensure smooth, predictable, and effective execution of outcomes; 

• Strong communication skills (written and oral) – able to communicate technical information and 
requirements (e.g., how to manage grade book reporting) to a non-technical person (e.g., teacher);  

• Technical skills and experience managing and manipulating databases and data sets preferred; 

• Fluent written and oral communication skills in Spanish; 

• Proficient with MS Excel, MS Word, and MS PowerPoint;  

• Superior initiative - takes instruction well, but does not wait for it;  

• Places a high value on delivering quality internal and external focused customer service; 

• Ability to work in a fast-paced, high-performing, but sometimes unpredictable environment; 

• Maturity, humility, strong work ethic, sense of humor, and “roll-up-my-sleeves” attitude;  

• “Whatever it takes” disposition;  

• Valid IVP fingerprint clearance card; 
 

Compensation:  We offer a competitive compensation package and comprehensive health benefits.  All staff members 
are equipped with the tools needed to succeed, including relevant and quality professional development, laptop 
computer, email, and all necessary supplies.  Staff never have to purchase any of their own supplies.  

 
Apply Today!  Email a resume and cover letter to Bridget White at bwhite@vistacollegeprep.org. Applications will be 
reviewed as they are received, and candidates are encouraged to apply as soon as possible.  For more information, 
please visit our website: www.vistacollegeprep.org.  
 
About Vista College Prep: Vista College Prep is a high-performing K-8 tuition-free, public charter school educating a 
high minority and low-income student population.  We firmly believe that demographics does not determine destiny 
and that all students should have access to an excellent education. Learn more at www.vistacollegeprep.org.   
 
As an equal opportunity employer, Vista College Prep hires without consideration to race, religion, creed, color, national 
origin, age, gender, sexual orientation, marital status, veteran status or disability.  People from all diverse backgrounds 
are strongly encouraged to apply. 
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