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ORANGE COUNTY HIGH SCHOOL www.cristoreyoc.org

Operations & Student Logistics Coordinator
Corporate Work Study

Cristo Rey Orange County High School is a Catholic learning community that educates young
people of limited economic means to become men and women of faith, purpose, and service.
Through a rigorous college preparatory curriculum, integrated with relevant work study
experience, students graduate ready to succeed in college and in life.

Cristo Rey employs an innovative Corporate Work Study Program that provides students with
real world work experience. In this unique model, every student works to fund a portion of the
cost of his or her education while gaining job experience, growing in self-confidence, and
realizing the relevance of this education. Students work in various corporate and business
settings including law firms, banks, hospitals, universities, and other professional organizations.

We Are:

e Values-Driven: We nurture the whole student-academically, spiritually, and
socioemotionally.

¢ Committed to Grow Opportunities: We empower our faculty and staff to learn, lead, and
thrive.

¢ Invested in Students and Engaged Families: We partner with families to support every
student’s journey and success.

e AProven National Model; New to Orange County: Our community is proud to be part of a
movement shaping the future of education.

Want to learn more about us? Visit our website to learn more about the Corporate Work Study Model and
what it is like to Join the Movement | Cristo Rey Network.

The Operations & Student Logistics Coordinator plays a critical role in ensuring the smooth and
safe daily operations of the Corporate Work Study Program and key schoolwide events. This
position supports student transportation, morning CWS send-off routines, family communication,
and cross-department logistics for large-scale programs such as Summer Success Institute
(SSI) and Draft Day.

This role requires strong organizational skills, high attention to detail, proactive communication,
and a deep commitment to creating a positive experience for Cristo Rey Orange County
students and families.

Transportation & Fleet Coordination
o Coordinate and develop daily transportation routes and driver schedules.

o Participate in screening, hiring, onboarding, and training new drivers.
e Supervise and support driver staff; provide directions, expectations, and feedback.
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¢ Conduct and document accident investigations, coordinate reporting to law enforcement
and insurance.

e Maintain records of driver violations and corrective actions.

o Ensure vehicle maintenance, repair, registrations, insurance, cleaning, tracking devices,
and readiness.

¢ Communicate with CFO regarding vendors, billing, and fleet-related purchases.

o Support CWS morning routine and student send-off transition.

Student Logistics & Morning Operations

o Prepare daily CWS morning send-off materials (materials, signage, route sheets,
radios).

e Track and follow up with parents for missing or late students during morning
transportation.

e Ensure a smooth and timely student departure process with clear communication to staff
and students.

¢ Maintain strong relationships with families through proactive outreach and
communication.

Planning & Logistics

e Coordinate transportation planning for SSI, including route adjustments and field trip
travel.

¢ Manage procurement of food, supplies, decorations, materials, and equipment for SSI.

e Support coordination of college visits, ropes courses, and special events.

e Collaborate with multiple departments to ensure smooth execution and alignment with
program goals.

e Maintain SSI inventory and manage purchasing and expense tracking.

Event Support
e Coordinate transportation for Draft Day activities.
e Assist in designing and setting up decorations, staging, and event flow.
e Support communication with internal departments to align logistics with event
programming.
e Help create staff training materials related to Draft Day execution.

Logistics, Purchasing & Facilities Coordination
e Lead purchasing for CWS and SSI events (food, supplies, décor, materials).

e Coordinate with facilities and vendors for event setup needs.
¢ Maintain inventory of logistics supplies, décor, and equipment.
e Support organization-wide logistics needs assigned.

Additional Operational Responsibilities
¢ Be on-call while vehicles are in use; respond to emergencies as needed.
e Perform backup driving duties as needed.
o Research and evaluate transportation vendors and vehicle purchase options.
e Other duties as assigned.
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Minimum Qualifications
o Must be at least 21 years of age with a valid CA driver’s license.
Clean DMV record required (minimum last 5 years).
Experience working with diverse communities.
High school diploma or GED required, college degree preferred.
Spanish fluency required (family communication component).
Ability to work independently and collaboratively in a fast-paced environment.
Strong organizational skills and attention to detail.
Ability to manage multiple logistics projects simultaneously.
Commitment to the mission of Cristo Rey Orange County.

Preferred Qualifications
e Experience in event planning, logistics coordination, or school operations.
¢ Prior experience with transportation, dispatch, or routing software.
e Customer service or family engagement experience.
e Experience coordinating multi-department projects.

Classification & Schedule

Pay Range: $25.00 per hour

Shift: 6:10AM — 3:15PM

Reports to: Operations Director; Corporate Work Study

Location: Cristo Rey Orange County High School — Santa Ana, CA
Employment Type: Full-Time, Non-Exempt

Start Date: As soon as available

¢ If you have the requested background and a passion for the mission of this school, send
a cover letter and resume to careers@cristoreyoc.org “Operations & Student Logistics
Coordinator” within the subject area.

¢ Candidates with teaching experience, curriculum design skills, bilingual fluency, or
strong training/coaching experience may fall on the higher end of the range.

e Medical, dental, vision insurance

e Generous paid time-off (PTO)

e Excellent 403(b) Retirement Saving Plan with employer match
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