
Office Manager Job Description 
 
About RISE Prep Mayoral Academy 
RISE Prep Mayoral Academy is a college preparatory K-8 public charter school located in Woonsocket, 
Rhode Island, where college preparation begins in kindergarten. Approved by the Rhode Island Board of 
Education in October 2014, RISE Prep opened our doors to our inaugural class of kindergarteners in 
September 2015. To ensure excellence and quality as RISE Prep grows, RISE Prep follows a slow growth 
model and will grow one grade each year until it reaches its full K-8 enrollment. In the 2018-19 school year, 
RISE Prep will educate scholars in grades K-3. Through a rigorous curriculum, highly structured learning 
environment, and character education RISE Prep Mayoral Academy ensures that all Kindergarten through 
8th grade scholars achieve the academic skills, content knowledge, and character required for the path to 
college.  
 
RISE Prep joins Rhode Island Mayoral Academies in establishing intentionally diverse schools that enroll 
from both urban and suburban communities. We believe that part of our mission is to teach the importance 
and value of diversity within classrooms and communities. RISE Prep curriculum includes character 
education and community engagement in our model to ensure habits of service, helping, and kindness are 
fostered within our scholars to shape engaged and caring members of their communities.  
 
RISE Prep is built upon six critical elements: 

1. A rigorous college preparatory program focused on literacy and math 
2. A joyful culture with structure and discipline 
3. Recruiting and developing excellent teachers 
4. An extended school day (7:40AM-4:00PM M, Tu, Th, Fri, 7:40AM- 2:00PM Wednesdays) 
5. Partnerships with families and communities 
6. Use of data to strategically propel scholar achievement 

Responsibilities of the Office Manager include (but are not limited to): 
● Provide administrative and operational support to team members 
● Serve as a primary first point of contact for families and visitors by phone and in-person 
● Support families with informational or logistical questions 
● Manage the Main Office in regards to filing, visitors, and internal and external school 

communications 
● Manage and organize school supplies and storage 
● Serve as the lead on all key office responsibilities, including: mail, maintenance coordination, program 

and appointment scheduling, family conference logistical support 
● Manage key operational systems with the Director of Operations 
● Collect and enter scholar and teacher data 
● Support the Director of Operations on short-term tasks and long-term projects 

Qualifications 
1. An all hands on deck “whatever it takes” work ethic and mindset 
2. 1-2 years of office experience, preferably in an education agency 
3. College degree strongly preferred but not required 



4. Excellent attention to detail and organization skills 
5. Excellent communication skills, both verbal and written, in English and Spanish 
6. Strong computer skills in programs including Microsoft Office, Word, Excel, and PowerPoint 
7. Willingness to take initiative with new tasks and to produce high quality independent work 
8. Strong interpersonal skills with scholars, parents, team members, and community members 
9. Ability to time manage multiple tasks, calendars, and deadlines 

Compensation 

The role of Office Manager is a full-time position. We offer a competitive compensation package, and 
comprehensive health benefits. 

Be Part of the RISE Prep Team – Apply Today! 

To apply, please e-mail a cover letter and resume to arodriguez@riseprepri.org and indicate in the subject line 
that you are applying for the position of Office Manager. 

Applications will be reviewed as they are received, and candidates are encouraged to apply as soon as possible.  

For more information about our school or career opportunities at RISE Prep, visit our website 
www.riseprepri.org 

As an equal opportunity employer, RISE Prep Mayoral Academy hires without consideration to race, religion, creed, color, 
national origin, age, gender, sexual orientation, marital status, veteran status or disability.  
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