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VANTAGE CAREER CENTER

JOB DESCRIPTION

Title: SUPERVISOR OF STUDENT OPERATIONS (new 01/16/24) File 316

Reports to: Career Technical Director

Job Objective:

Directs all matters involving student operations. Enforces the Vantage Career Center student code of conduct.

Monitors and enforces the Ohio compulsory and Vantage Career Center attendance requirements and policies.

Promotes learning in the Vantage Career Center disciplinary environment. Oversees Vantage Career Center District

Safety Committee, in coordination with the Superintendent and two Directors. Coordinates student arrival, lunchroom,

and dismissal procedures. Serves as the district liaison in regard to students Early Placement and Work Based

Learning. Directs all student programming for student rewards in the district. Supervises all in-school suspension

activities. Supervises all in-school suspension activities. Assists supervisory team in creating the master schedule each

year.

Minimum

Qualifications:

· Valid state department of education administrative license/certificate appropriate for the position.

· Meets all mandated health requirements (e.g., a negative tuberculosis test, etc.).

· A record free of criminal violations that would prohibit public school employment.

· Complies with drug-free workplace rules and board policies.

· Keeps current with technology and other workplace innovations that support job functions.

· Successful teaching experience.

· Effective organizational, planning, and project management skills.

· Ability to identify, evaluate, and implement program options, auxiliary services, and curricular materials that

support the diverse learning needs of students.

· Possess communication skills necessary to read, analyze, and interpret data and information, including being able to

speak effectively to small and large groups and to communicate clearly and concisely both orally and in writing.

Essential The following are typical work responsibilities. A reasonable accommodation may be made to

Functions: enable a qualified individual with a disability to perform essential functions.

· Serves as the school’s lead administrator for Student Operations.

· Works with students to acknowledge and manage responsible personal conduct. Helps resolve problems that

impede student learning and/or participation in school activities.

· Investigates student attendance and conduct concerns. Helps parents and students understand attendance and

behavioral requirements. Prepares a warning letter outlining the consequences of continued truancy and/or

misconduct.

· Maintains close working relationships with students, parents, and staff. Keeps the assigned CTE supervisor(s) and

Administrative Team informed about emerging issues.

· Recommends and confers with the Administrative Team for student disciplinary assignments requiring suspension

and/or expulsion.

· Keeps the superintendent informed as necessary. Provides full documentation supporting disciplinary actions

requiring suspension or expulsion.

· Cooperates with the Administrative Team in carrying out and consistently enforcing the school’s attendance and

discipline policies.

· Works cooperatively with the county court system in regard to student truancy.

· Collects, organizes, and keeps accurate records of individual student absences, tardiness, and excuses for the

above; initiates follow-up actions with students, parents and/or county truancy agencies and courts.

· Assists in the organization and conduct of student good attendance acknowledgments and incentives.

· Cooperates in the conducting of safety inspections and safety drill activities.

· Assist with provision of general supervision of the buildings and grounds, including in-school suspension, corridors,

restrooms, and other places requiring general supervision.

· Promotes good public relations by personal appearance, attitude, and conversation.

· Demonstrates regular and predictable attendance.

· Attends meetings and in-services as required.
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· Supervises all student parking, bus, and lunchroom operations for the district in coordination with the associate

schools

· Assists the Supervisors/Career-Technical Director with the development and/or updating of the student conduct code

to comply with legal mandates. Helps update and distribute student and parent/teacher handbooks.

· Assists supervisor in developing a master schedule for students.

· Upholds Board policies and follows administrative procedures.

· Promotes professionalism and a favorable image of the school district.

· Reviews and interprets custody rulings.

· Supports a full range of educational options. Works with intervention assistance teams (IAT) and participates in

parent conferences and IEP/504 meetings as requested.

· Oversees arrival, departure, lunchroom, parking lot, and hallways.

· Prepares and maintains accurate records. Submits reports on time. Routinely submits monthly ADM student

attendance report and annual ADM cumulative attendance report for Board of Education review.

· Helps staff resolve problems that impede student participation in appropriate learning activities.

· Upholds the student conduct code. Maintains high expectations for behavior and performance. Helps with pupil

management issues. Prepares student conduct reports/discipline recommendations.

· Promotes a safe, efficient, and effective work/learning environment. Monitors safety concerns. Works with

stakeholders to manage or eliminate risk factors.

· Upholds applicable local, state, and federal laws. Initiates referrals to community resources as needed (e.g., legal,

health, welfare, etc.). Serves as a school contact for service providers.

· Promote student placement in their career technical field, both during the school year as well as in the summer

months.

· Oversee and promote Work Based Learning (WBL) for the Vantage Career Center district.

· Respects personal privacy. Maintains the confidentiality of privileged information.

· Reports suspected child abuse and/or neglect to civil authorities as required by law.

· Encourages parent organizations and supports school-sponsored activities.

· Pursues growth opportunities that enhance personal performance and advance career center goals.

· Strives to develop rapport and serves as a positive role model for others.

· Wears work attire appropriate for the position.

· Performs other specific job-related duties as directed.

· Performs such other tasks and assumes such other responsibilities as the Superintendent, working in cooperation with

the Career-Technical Director may assign.

· Supervise staff as directed

Abilities The following personal characteristics and skills are important for the successful performance

Required: of assigned duties.

· Acknowledges personal accountability for decisions and conduct.

· Averts problem situations and intervenes to resolve conflicts.

· Effectively uses listening, observation, reading, verbal, nonverbal, and writing skills.

· Engenders staff enthusiasm and teamwork. Promotes a positive work/learning environment.

· Interprets information accurately and initiates effective responses.

· Maintains an acceptable attendance record and is punctual.

· Organizes tasks and manages time effectively. Meets deadlines despite time constraints.

· Skillfully manages individual, group, and organizational interactions.

Supervisory Under the direction of the Career-Technical Director: administer the supervision and evaluation of

Responsibility: assigned staff as authorized by board policy, administrative regulations, and contractual agreements.

Working To promote safety, employees are expected to exercise caution and comply with safety regulations

Conditions: and career center policies/procedures when involved in the following situations/conditions.

· Exposure to adverse weather conditions and seasonal temperature extremes.

· Exposure to blood-borne pathogens and communicable diseases.

· Potential for frequent interactions with aggressive, disruptive, and/or unruly individuals.

· Operating and/or riding in a vehicle, possibly under adverse weather conditions.

· Traveling to meetings and work assignments.

· Duties may require prolonged use of a keyboard and computer monitor.
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· Duties may require working extended, evening, and/or weekend hours.

· Duties may require working under time constraints to meet deadlines.

Performance Job performance is evaluated according to policy provisions and contractual agreements adopted

Evaluation: by the Vantage Career Center Board.

The Vantage Career Center is an equal opportunity employer. This job description identifies general responsibilities

and is not intended to be a complete list of all duties assigned. This document is subject to change in response to

student demographics, staffing factors, funding variables, modified operating procedures, and other unforeseen

events.
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member does not constitute agreement with the final evaluation but, rather, indicates 
the bargaining unit member received a copy of the evaluation and the results will be 
filed with the superintendent to be placed in the teacher's personnel file. 

5. Bargaining unit members subject to evaluation under this section shall be
evaluated at least once annually during the first three years of employment with the
District. After three years of employment in the district, bargaining unit members shall
be evaluated at least once every three years.

6. The evaluation procedures shall supersede and prevail over the statutory
procedures and requirements or ORC 3319.11.
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February 19, 2024 

 

 

 

Mr. Turner  

 

Please accept this letter as a formal notification of my intention to resign from my current 

position as Business and Service Supervisor at Vantage, effective June 30, 2024.  This 

resignation is contingent upon the approval of the Student Operations Supervisor position I 

accepted at the March Vantage Career Center Board Meeting.  

 

I want to express my sincere appreciation for the opportunity to supervise Student Operations 

next school year.  This opportunity will allow me to grow professionally, expand my skillset and 

further develop our current practices in student behavior management, PBIS, work-based 

learning and building safety. I will continue to work closely with our administrative team, staff, 

students, parents and our community members.  

 

I am committed to ensuring a smooth transition and will work closely with my replacement as 

they get to know the Business and Service Supervisor position.   

 

Thank you for the continued support.  I feel very fortunate to be part of our Vantage team.  

 

Sincerely, 

 

 

 

Paula VanTilburg 
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