
                                             

 

About Us 

Okaloosa Academy Charter School is a tuition-free, public charter school within the Okaloosa 

County School District that focuses on providing opportunities for students to achieve greatness 

even under imperfect circumstances. We focus on providing a safe and caring environment where 

every child is valued and respected.   

 

Commitment to Staff 

Okaloosa Academy is committed to the growth and success of all staff, as they directly impact the 
success of the school. We hire talented, committed staff who embrace the school’s mission and 
values, culture of transparency, and collaboration. 

Position Overview 

 

The Office Manager position is responsible for the smooth and efficient operation of the school’s 

administrative office.  The Office Manager assures each student’s record is accurate and complete, 

and that all policies and procedures are followed. This employee organizes, directs, and performs 

varied and complex clerical and secretarial work with confidentiality and sensitivity. In this position, 

you will demonstrate leadership, initiative, and cooperation with colleagues and supervisors in 

order to accomplish the mission of this school. 

 

Position Responsibilities and Objectives 

 Manage the school’s office operations and provide secretarial support to Site Director and 
staff as required 

 Answer the telephone and respond to inquiries 
 Maintains records and files for student information and maintain absence records 
 Responsible for requisitioning, ordering and receipting of school supplies and equipment 
 Monitor students that enter late or leave early have received the proper permissions 
 Assist in the enforcement of dress code for students  
 Assist with coordination of school emergency drills 
 Coordinate student intake/registration and gather required documentation 
 Monitor employee sign-in/sign-out sheets 
 Ensure that all forms, including absence/leave forms are completed within timeline, and 

timesheets are complete and accurate prior to deadline 
 Maintain inventory of equipment, furniture, fixed assets, books, etc. purchased with school 

funds 
 Maintain separate file of students referred by the school district after FTE survey periods  
 Be a contributing member of the school’s team 
 Maintain confidentiality within all facets of the position 
 Have and demonstrate the inherent belief that all students can achieve academic success 

regardless of their circumstances 

Okaloosa Academy 
 Office Manager  



 Believe in the notion of growth mindset and apply that to students and self on a daily basis 
 Work relentlessly to meet high expectations for students and self by consistently working to 

improve as a professional and colleague 
 Build close connections with students, families, and community and fully participate in all 

aspects of school life 
 Actively participate in professional development activities on and off campus to foster 

professional growth  

Qualifications 

 Bachelor’s Degree or AA degree in Business preferred 

 High School diploma required 

 Skill and knowledge of office operations including automated data bases, spreadsheets, word 
processing, basic bookkeeping 

 Physically, mentally, and emotionally capable of performing required tasks and duties essential 
to the position 

 Demonstrated knowledge, ability and commitment to students’ educational progress 
 

 
Salary & Benefits  

Salary amounts are set annually by the Board of Directors.  This position is eligible for a full benefits 

package plus paid vacation time.  

 

It is the policy of this charter school not to discriminate against employees or applicants for employment on the basis of race, 
color, religion, sex, national origin, marital status, age, or handicap. It is also the policy to hire only U.S. citizens and aliens 
lawfully authorized to work in the United States.  These policies apply to recruitment, employment, transfers and reassignments, 

compensation, and other conditions of employment. Charter Schools are public schools operated by a not-for-profit corporation 
under the sponsorship of the local school district.  Charter school employees are under the direct authority of the school’s 
administrator and the school’s corporate board of directors. 


