School Office/Business Manager

KIPP Voyage Academy for Girls
KIPP Voyage Academy for Girls is the first all-girls school within the Knowledge is Power Program (KIPP) national network of charter schools.  The mission of KIPP Voyage Academy for Girls is to empower young women to be self-respecting independent thinkers with the academic, character, and social skills necessary to thrive in, and graduate from the four-year college of their choice as well as make meaningful contributions to their community and the world.  We will begin the pursuit of this mission upon the opening of the school in northeast Houston in June 2009.  

General Responsibilities:

Operational & Administrative Duties

· Respond to parent questions and concerns, direct them to Principal when appropriate

· Coordinate communications/notices home to parents and maintain parent outreach documents

· Assist with student recruiting and home visits

· Manage the accurate and timely reporting of all state and KIPP Houston, Inc daily, weekly, and monthly reports 
· Manage school office, answer phones, manage mail, maintain all office equipment and related contracts
· Manage relationships with vendors and the ordering of supplies
· Help plan logistics and preparations for school events, including, but not limited to, Saturday school and field trips

· Coordinate and track all visitors and tours
· Assist in the development of student, staff, and parent handbooks
· Create and maintain online and paper calendars

· Call the homes of late/absent students daily

Data & Student Information Duties
· Organize, manage, and lead the student enrollment & registration process
· Collect all student records for all students, including immunization records, lunch applications, home language surveys, emergency contact forms, and media release form

· Create and maintain student folders
· Manage and input data in student information database and state information system
· Create and manage procedure for daily student attendance 
· Help develop and manage student progress report and report cards
Financial Duties

· Collect, track, and deposit all monies

· Manage petty cash

· Create system for and process check requests

· Assist with coding and invoices
· Coordinate purchasing for all materials, uniforms, equipment, supplies, and books for start-up

HR Duties

· Work with KIPP Houston Inc. in setting up new hires

· Track staff absences

· Work with KIPP Houston Inc. to secure substitute teachers
Qualifications:

· Outstanding organizational skills and high attention to detail
· Outstanding written and oral communication skills
· Strong computer skills, including high level of proficiency in Microsoft Office
· Experience managing an office
· Experience using school and state student information systems
· Knowledge in basic accounting
If you are interested in being the founding office/business manager at KIPP Voyage Academy for Girls, please email your cover letter and resume to tginn@kipphouston.org.  Please type “Office/Business Manager” in the subject line of your email.  Please go to www.kipp.org and www.kipphouston.org to learn more about the network of KIPP schools.
