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Our growing company is hiring for a school manager. We appreciate you taking
the time to review the list of qualifications and to apply for the position. If you
don't fill all of the qualifications, you may still be considered depending on your

level of experience.

Responsibilities for school manager

e Manages relationships with external Media Buyers and Digital Consultants

e Perform other duties occasionally which are not included above

e Develop requirements and drive executions

e Execute successful product launch and ensure long-terms commercial success

e Manage day-to-day summer school logistics for 12 AmeriCorps corps
members and 50 students

e Manage non-instructional programing, including intern onboarding and
offboarding

e Coordinate with professional development providers for weekly corps
members staff training and cohort-building events

e Coordinate and manage weekly service learning projects at various sites
throughout the region

e Conducts multiple individual therapy sessions each school day

e May conduct a variety of group sessions depending upon needs of various
schools

Qualifications for school manager

e Compose and prepare all notifications and memos for families, students, and
teachers based on school leader preferences in both languages

e Maintain and update parent contact information in student folders and in
Student Information System



e Handle and maintain accurate records of petty cash
e Process all new student information
* Interact with parents and visitors and serve as ambassador of the school at all

times



