
 

Title:  Operations Fellow Duration: 10 months 
Reports to: School Director of Operations Start Date: July 23, 2018 

 
Albuquerque Collegiate will open in the fall of 2018 with Kindergarten and First Grade (two 
classes at each grade level). We will add a grade level each year until we are a fully enrolled K-5 
college preparatory elementary school.  
 
The Albuquerque Collegiate Mission 
Within a structured and ambitious school community, driven by high-quality instruction and 
intensive academic supports, Albuquerque Collegiate Charter School ensures all K-5 students 
make dramatic academic growth each year and demonstrate measurable academic performance 
that puts them firmly on the path to college graduation.  
 
The Albuquerque Collegiate Mindset 
We are looking for candidates that exemplify the following characteristics throughout the 
application and interview process.  

 
DREAM BIG. WORK HARD. ACHIEVE SUCCESS. 

We set ambitious goals for 
ourselves and every one of 
our scholars, because we 

believe that all children can 
learn at incredibly high levels 
and accept no limits for what 

we can achieve together. 

We are determined and 
urgent in our work, because 

we know that every minute of 
learning is critical to ensure 
the success of our scholars.  

Through teamwork and 
mission-driven decision 

making, we are confident in 
our ability to reach our 

ambitious goals, and eager to 
seek out new aspirations. 

 
Job Summary 
The Operations Fellow is a part-time position. The individual in this position is responsible for 
supporting the operations and communications of Albuquerque Collegiate. Working 
collaboratively with the School Director of Operations, the operations fellow will support the 
efficiency of the front office, and will be responsible for interfacing with families, and supporting 
school-wide communications, and maintaining operational, and data systems to ensure teachers 
and students have what they need to reach our goal of student achievement.   
 
Essential Responsibilities 
• Assist leadership team during non-instructional time (arrival, breakfast, lunch, recess, 

dismissal, transitions) monitoring students 
• Performing operational support duties for instructional staff, including data entry, copy 

making, grading homework, etc.  
• Support School Director of Operations with student recruitment, enrollment and registration 
• Help monitor resources provided to all staff, including classroom resources and copy services.  
• Support School Director of Operations in implementation of school-wide systems and 

procedures 
• Maintaining and operating a variety of office equipment, such as the copy machine, printers, 

fax machine, and scanners with speed and accuracy 



 

• Assisting in the coordination of special events 
• Assisting the School Director of Operations and members of the leadership team, as directed 
 
Competencies 
• Commitment to uphold and execute upon the mission of Albuquerque Collegiate 
• Unwavering, high expectations for all scholars, with a belief that all children deserve access to 

a college education  
• Clear and effective communication skills for diverse audiences including students, staff, 

families, and the local community 
• Extreme comfort in consistent interaction with families and community members from diverse 

backgrounds 
• Ability to reflect on how to improve, self-awareness of strengths and weaknesses, willingness 

to take responsibility for actions and mistakes  
• Willingness to roll up sleeves and do whatever it takes to create a strong school environment; 

no task beneath the role  
• Ability to thrive in a fast-paced environment and embrace multi-tasking a large number of 

projects  
• Solutions-focused style that encourages teamwork and collaboration to support the 

development of students 
 
Job Qualifications 
• High school diploma required; college diploma in-progress preferred  
• Spanish proficiency (written and spoken) required 
• Strong attention to detail and organization 
• Demonstrated ability to work well in a team, especially with parents and community members 
• Ability to work effectively under stressful working conditions  
 
Salary 
Albuquerque Collegiate offers competitive hourly pay for this part-time position. Operations 
fellows will work between 20-30 hours per week.   

 
Start Date 
Albuquerque Collegiate staff will begin training and orientation on Monday, July 23, 2018. Given 
the urgent and demanding work of founding a high-performing charter school, however, there may 
be opportunities to begin the work before the official start date.   

 
Apply Now 
Please send a resume and cover letter to info@abqcollegiate.org  

 
Cover Letter Prompt 
Too often in Albuquerque and across our nation, students’ demographics determine their destiny. 
Albuquerque Collegiate Charter School was founded to take on the urgent and necessary work to 
ensure all children have access to an excellent education that produces game-changing academic 
outcomes for our scholars. 
Knowing this, why and how do you seek to join us in this fight for educational equity in 
Albuquerque? 

mailto:info@abqcollegiate.org


 

Please describe how your personal and professional experience thus far has prepared you and/or 
given you the desire to join the founding team of a high-performing, game-changing charter 
school in Albuquerque. 

 
Commitment to Diversity 
As an equal opportunity employer, Albuquerque Collegiate hires without consideration to race, 
religion, creed, color, national origin, age, gender, sexual orientation, marital status, veteran status, 
disability, or any other category.  
 

 


