
 

New Roots Charter School 

 Operations/Farm to School Assistant Job Description 

2025-26 School Year 

 

The Operations/Farm to School Assistant position is a partial year position based on anticipated 

school and operational needs for the 2025-26 school year.  

The Operations/Farm to School Assistant ensures smooth organizational functioning by assisting 

with daily tasks and projects related to school operations, farm to school meals program, and 

events while providing excellent customer service to students, families, and the community at 

large.  The Operations/Farm to School Assistant ensures that routine tasks are managed 

consistently and accurately in a timely manner.  Specific on-going duties and projects will 

include:  

 
Operations Tasks/Farm to School—the buildings are neat, orderly and in good repair; a 

positive, professional atmosphere is projected into the community; student and staff 

operations needs are met in a reasonable time frame, staff is able to use the copier and 

access forms without having to stop to restock, etc. 

●​ Lunch program support 

○​ Assist in the lunch room as cashier for both lunches 

○​ Assist in dishes, clean up, and any tasks assigned by the Food Service Team 

●​ Front desk coverage 

○​ Provide front desk coverage during scheduled hours of coverage  

○​ Answer incoming phone calls and email  

○​ Receive and greet parents and visitors 

○​ Deliver messages as needed and communicate with appropriate staff about 

student matters 

●​ Episodic facilities and operations tasks 

○​ Assist in the maintenance of neat, safe and orderly facilities. This includes 

reporting repairs and maintenance needs or resolving minor ones. 

○​ Assign lockers 

●​ School event support 

○​ Undertake assigned tasks, such as set up and clean up, procuring necessary 

supplies, ensuring space is clean and orderly, etc. 

○​ Set up and breakdown of community meetings. 

 



 

●​ School Technology Support 

○​ Assign and track student Chromebooks as needed 

○​ Assist with basic chromebook repairs as needed 

○​ Assist with schoolwide student cell phone storage and tracking systems 

 

Other duties as assigned by the Operations Manager, Executive Projects Coordinator, or 

Principal 

Anticipated hours: 11:00-4:30 on days that school is in session, plus additional hours as 

scheduled. A 30-minute unpaid break for lunch is optional. A Farm to School lunch is provided 

free of charge on days that school is in session. 

 

A sustainable community is a diverse, inclusive network of people. New Roots Charter School is 

an equal opportunity employer—applicants will be considered solely on the basis of 

qualifications and ability, without regard to race, religion, color, sex, age, national origin, sexual 

orientation, disability, or veteran status. 

 

This job description is subject to changes as the needs of the organization become apparent or 

evolve. 

 


