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Great Lakes Academy Operations Manager 

Great Lakes Academy is a Level 1+ charter school that opened in 2014. For the 2018-2019 academic year we will be 
serving students in grades K-5 and will continue to add a grade level annually to reach K-8. We are seeking a high 
capacity, fiercely positive, detail-oriented Operations Manager to start immediately. 

Job Description 

The Operations Manager supports the Director of Finance and Operations (DFO) in managing facilities and the 
operational domain of the school, from vendor relationships to daily facility operations. The Operations Manager is 
responsible for the day to day facility maintenance and cleanliness & daily school-wide operation systems, including 
oversight of technology, and special events logistics. The Operations Manager directly manages the Operations Associates 
and Janitors and works directly with the DFO.  

Job Outputs 

1. Establishing and maintaining contracts with outside vendors and serving as point of contact for any maintenance 
contractors. 

2. Ensuring school technology is functioning, inventoried, and providing support to staff as needed. 
3. Ensuring facilities are clean, well-organized, well-maintained and welcoming.  
4. Ensuring the school’s daily operations, from entry to dismissal, are organized and systematized. 
5. Supporting the Office Manager as needed in the school’s front office, including student files and parent 

communication. 
6. Effective team leading of GLA Operations Associate(s) to Intern(s) to Janitor(s). 

 
Job Responsibilities 

 
1. Assisting in coordinating facility operations and systems, keeping long-term needs and plans for the facility in 

mind.  
3. Establishing and monitoring vendor and contractor relationships that involve food, technology, and maintenance 

services.  
4. Daily oversight and support of school-wide systems and structures such as morning entry, dismissal, lunch, etc. 
5. Working closely with the DFO and Academic leaders, to create operations schedules and supports. 
6. Working as the school’s technology point person and coordinating any necessary outside supports. 
7. Support instructional team through management of classroom materials preparation as needed. 
8. Coaching and coordinating operations facility team on a daily basis. 

 
Competencies 

1. Detail oriented 
2. Strong communicator and collaborator 
3. Experience with project management 
4. Experience managing others and working on a close-knit team 
5. Able to problem solve and think creatively about establishing systems and structures for an ever-growing school 



6. Self-directed and flexible; highly organized and efficient 
7. Demonstrated ability to manage cross-functional teams 
8. Able to coordinate multiple priorities and multiple tasks on a daily basis 
9. Ability to maintain a sense of calm and control during high-stress moments 

Job Requirements 

1. Bachelor’s degree is required. 
2. Minimum of two years experience working in a similar capacity at a school with demonstrated track record of 

success; and 
3. Belief in and alignment with Great Lakes Academy’s core beliefs and educational philosophy is non-negotiable. 

Culture Fit- Do these words describe you? 

Fiercely positive, Hard-working, Intelligent, Team oriented, Organized, Sense of humor, Belief in the power of education, 
Humble, Self-reflective, Self-directed, Goal-oriented, Enthusiastic 

Apply Now 

Go to www.glachicago.org and click on Join Us. 

As an equal opportunity employer, Great Lakes Academy hires without consideration to race, religion, creed, color, 
national origin, age, gender, sexual orientation, marital status, veteran status, disability, or any other category protected 
by applicable law. 

 


