
 

 

      Latin American Montessori Bilingual Public Charter School 
 

1375 Missouri Avenue NW Washington, DC  20011 
1800 Perry Street NE Washington, DC 20018 

1399 Aspen Street NW Washington, DC 20012 
www.lambpcs.org 

 
 

Chief Operating Officer 

LAMB’s Mission: To create a self-directed learning environment in which children build a foundation 
of knowledge essential for a lifetime of learning while developing bi-literacy in English and Spanish. 

JOB SUMMARY 
 
The Chief Operating Officer (COO) will work closely with the Executive Director to ensure that LAMB’s 
operations from organizational financial planning to school-based food service delivery best serve the 
needs of our students and staff. The COO will oversee a team of operational staff who will help ensure 
that LAMB is able to successfully build and maintain operational systems and processes. The COO is a 
senior leader of school, consistently providing counsel to the Executive Director and the Board of 
Directors. 
 
Reporting to the Executive Director, the COO works closely with the chairs of the Facilities, Audit and 
Finance committees of the Board of Directors on strategic planning including finances matters. The COO 
serves on the administrative team, and leads the activities of the operations, to include direct reports 
and contractors. 
 
DUTIES AND RESPONSIBILITIES 
 
These duties and responsibilities are not intended to be a limited list of all duties and responsibilities 
required within this position. 
 

 Develop the strategic plan for operations and ensures approval by the Executive Director, School 
Leadership, and Board of Directors. 

 Lead the school in implementing the strategic plan. 
 Ensure that all new projects are well researched and exhaustive consultation and involvement of 

all stakeholders is undertaken in order to ensure quality products. 
 Provide day-to-day leadership and management of the organization in support of the school’s 

mission, to include management and development of administrative staff. 
 Ensure sustainable delivery of operational services to agreed performance, quality, safety, 

financial and other indicators. 
 Ensure appropriate systems, processes and performance management are in place to deliver 

consistent quality services, and actively monitor and report achievement. 
 Provide organizational leadership, especially on planning, resource allocation, and operational 

matters. 
 Conduct annual audits and ensure compliance with deadlines related to grant management and 

data responsibilities to include student enrollment, OSSEE, Public Charter School Board 
requirements, etc. 



 

 

 Oversee procurement processes, including managing bid requirements, vendor selection, and 
compliance. 

 Review all purchasing processes with the School Executive Director’s approval. 
 Work collaboratively with the school Chief Financial Officer to manage the school’s budget, 

finances, reports and relationships with outside vendors throughout the school year. 
 
KNOWLEDGE, SKILLS & ABILITIES 
 
Regulation and Reporting Requirements 

 Ensure school-wide compliance with health and safety laws. 
 Collaborate with the Executive School Director to prepare for charter school site and renewal 

visits, accountability site visits, and audits. 
 Attend mandated and other related trainings appropriate to position. 
 Monitor Government, District and special projects’ accountability timelines and coordinate 

timely completion of administrative related tasks. 
 
Student Information, Enrollment, Registration, Attendance 

 Oversee the process collecting and maintaining up-to-date, accurate enrollment data and school 
information systems 

 Collaborate with staff to confirm effective practices and management of student and family 
orientations, parent/teacher conferences, receipt of student/ family deliverables and 
organization of new and returning family orientation 

 
Facilities Management 

 Supervise school maintenance, cleaning, and security on a day-to-day basis to ensure a safe 
learning and working environment. 

 Work with staff and vendors to ensure exceptional facility management; drive facilities planning. 
 Oversee ongoing maintenance and updating of information systems and infrastructure, 

including hardware, and software. 
 Ensure instructional materials, furniture, and equipment are properly stored and accessible 

when needed. 
 Manage facility contractors and works with local vendors to include lunch programs and building 

projects. 
 Inspect facilities through periodic building walkthroughs to identify areas and make 

recommendations to support facility improvement. 
 Oversee staff and strategies for planning, implementation, and support of all technology 

required for the school to achieve its educational and business goals. 
 
EDUCATION, TRAINING AND EXPERIENCE 
 
Master’s Degree from an accredited educational institution or Bachelor’s Degree in business 
administration, accounting, finance, or related field from an accredited educational institution and any 
satisfactory combination of additional experience and technical training which demonstrates the 
knowledge, skills and abilities to perform the essential responsibilities.  Experience in public school 
administration, public school district administration, or leadership of other large, diverse organizations.  
 
Three to five years or more of successful experience with responsibilities related to the 
financial/business operations of a school district or comparable experience with substantial operating 
budget. 



 

 

 
 
COMPENSATION 
 
Salary is commensurate with experience.  Generous benefits package includes medical insurance 
(health, dental, & vision), retirement plan, life insurance, short-term and long-term disability, flexible 
spending account (medical, dependent care, and transit), and vacation/sick leave. 
 
Only applicants meeting minimum qualifications for the position will be considered. Successful 
completion of a background investigation is required for employment in this position. LAMB welcomes 
resumes from all qualified applicants. No phone calls and no employment agencies please. 
 
Interested applicants should email cover letter including salary requirements and resume to Anna Marie 
Yombo, HR Coordinator at employment@lambpcs.org. 
 
 
 
 
The Latin American Montessori Bilingual Public Charter School does not discriminate on the basis of race, color, national origin, 

sex, age, or disability in admission or access to, or treatment or employment in, its programs and activities. 


