
 

                                           CLOVIS MUNICIPAL SCHOOLS  
JOB DESCRIPTION 

 
 
Position:     Director of Operations 
 
Supervisor:   Deputy Superintendent for Operations 
 
General Job Description:  To perform such duties as delegated by the Deputy Superintendent for Operations.  

Assist with the operational management of the district.   
 
Essential Duties and Responsibilities: 
 

1. Work cooperatively with colleagues, supervisors, and administrators. 
2. Demonstrate ethical behavior. 
3. Engage in self-development. 
4. Follow District policies and administrative rules and regulations. 
5. Maintain behavior appropriate to performing and accomplishing assigned duties. 
6. Know what to do to successfully complete assigned work. 
7. Project an over-all concern for personal appearance as it relates to job performance. 
8. Carry out assignments and instructions from supervisor(s) in a competent and efficient manner. 
9. Perform assignments in such a manner so as not to interrupt the learning environment.  
10. Work in a safe manner with personal safety and the safety of others as the number one priority. 
11. Communicate with supervisor, co-workers, and the community. 
12. Provide and maintain an environment where optimal student growth can take place. 
13. Effectively manage the resources for which he/she is responsible including personnel, finances, facilities, 

programs and time. 
14. Use supervision, staff development, and performance evaluation to improve the performance of employees.   
15. Comply with all School Board policies and administrative regulations. 
16. Assist with supervision of all functions for the following support services: 

i. Maintenance  
ii. Custodial Transportation and Energy Management 

iii. Food Service 
iv. Technology  

17. Supervise the maintenance, inventory, and storage of the District’s vehicles, equipment, and furniture. 
18. Develop and implement the District Facilities Master Plan. 
19. Assist with supervision of design of new construction and renovation to district building and grounds. 
20. Assist with preparation of documents and coordination of activities for the Critical Capital Outlay Unit       and 

the Facilities Unit of the State Department of Education 
21. Deal with information that is confidential regarding personnel and labor relations issues. 

 
Additional Duties and Responsibilities: 
 

Perform any other duties as assigned by the Deputy Superintendent for Operations and/or Superintendent. 
 
Qualifications: 
 

1. Master’s degree, in education and/or business preferred.      
2. Valid New Mexico administrative license as required by the State of New Mexico. 
3. Five years of experience in public school administration and supervisions and/or teaching, or 

equivalency in business. 
4. Valid driver’s license. 
5. Such alternatives to the above qualifications as the Superintendent may find appropriate and 

acceptable. 
 
 
 



 

Physical Requirements: 
 

1. Physical ability to do manual work for 8 hours per day. 
2. Sitting, standing, lifting and carrying (up to 50 pounds), reaching, climbing, squatting, kneeling, ladder 

climbing, driving, and moving light furniture may be required. 
3. Hand/eye coordination, normal range of sight. 
4.           Fingering or otherwise working with fingers. 
 
 

Safety and Health: 
 

1. Proper posture is required to eliminate acute and chronic low back pain. 
2. Wear protective devices such as eyewear, hard hat and non-skid pads on shoes, as job conditions 

demand. 
3. Read, understand, and observe all precautions and proper methods of use on all chemicals, equipment, 

tools and materials. 
4. Complete all required training. 
5. Knowledge of universal hygiene precautions. 
6. Knowledge of all hazardous materials and steps for correction of minor mishaps. 
 

Equipment/Material Handled: 
 

1. Knowledge of multimedia equipment, calculators, and current technology. 
2. Ladders as needed to inspect roofs and/or work sites. 
 

Work Environment: 
 

Must be able to work within various degrees of noise, temperature, and air quality. Job responsibilities require 
both inside and outside assignments. Interruptions of work are routine.  Flexibility and patience are required.  
Must be self-motivated and able to complete job assignment without direct supervision. After hours work may 
be required.  Must make site or home visits when needed or appropriate.  Must be able to work under stressful 
conditions. 
 

Terms of Employment: 
 

Salary and work year to be established by the Board. 
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