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JOB NAME:   Operations Manager of the Corporate Work Study       

Program  

TERMS OF EMPLOYMENT:  12 months/ Full-Time 

REPORTS TO:    V.P. Of Administration 

 

 

ABOUT NOTRE DAME CRISTO REY HIGH SCHOOL (NDCR) 

www.ndcrhs.org: 

 

Established in Lawrence, MA in 2004, NDCR is a private, Catholic, college preparatory 

high school currently based in Methuen, Massachusetts serving 290 economically 

challenged youth. NDCR is part of the Cristo Rey Network, a growing association of 41 

schools across the United States whose education model is built around the Corporate 

Work Study Program (CWSP), a unique and highly successful partnership with the 

business community.  Through the CWSP, each of our students work five full days per 

month during the academic year at one of 75 companies throughout the Merrimack 

Valley, I-93/128N/495 corridors, and southern New Hampshire.  

 

  

OUR MISSION AND VISION:  

In the tradition of the Sisters of Notre Dame de Namur, Notre Dame Cristo Rey High 

School provides a Catholic, affordable, culturally sensitive, college preparatory education 

enhanced by professional work experience for young men and women from families with 

limited income. NDCR is known for graduating confident, academically successful 

students who are spiritually rooted, intellectually curious, active community and global 

citizens – prepared to become college graduate leaders who contribute to an equitable 

workforce.  

 

 

OUR CORE VALUES:   

Goodness of God   ·   Education for Life   ·   Integrity   ·   Respect   ·   Family   ·   

Community 

 

http://www.ndcrhs.org/
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Typical Functions for the Director of CWSP Operations Manager 

 

The Director of Corporate Work Study Program Office Operations is responsible for the 

overall operation of the Corporate Work Study Program Office.  The Director manages 

all CWSP activities including overall policies, Department of Labor requirements, 

strategies, operations, administration, analysis, and budget. Specific responsibilities 

include: 

 

• Oversee Corporate Work Study Program Staff   

➢ Supervise all staff. 

➢ Provide direction, set goals and ensure that all CWSP staff work toward 

overall Program objectives/goals. 

➢ Oversee CWSP Team meeting minutes. 

 

• Oversee all Student Issues related to the Corporate Work Study Program 

➢ Monitor student performance while on the job 

➢ Monitor student discipline and detention 

➢ Monitor students who have been fired from their jobs. 

➢ Oversee retraining of students 

➢ Oversee the I-9 process for freshmen. 

➢ Analyze and critique Student Performance Reviews  

➢ Develop communication process between CWSP and student 

parents/guardians. 

 

• Oversee all Employment Partner issues related to the Corporate Work Study 

Program 

➢ Develop and maintain relationships with Employment Partners 

➢ Assist in updating Employment Sponsor Handbook yearly. 

➢ Organize Supervisor Training at the beginning of each school year. 

➢ Oversee all contracts and contract renewal process. 

➢ Assist in procuring job placements as needed. 

➢ Work to increase the number of students working at a corporate site. 

➢ Oversee regularly scheduled site visits and documentation of site visits. 

➢ Ensure that all Employment Partners comply with state and federal laws 

and regulations. 

➢ Maintain open communication to respond to student issues and concerns. 

➢ Mediate with CWSP and Corporate Sponsors in relation to work related 

issues which involve students. 

➢ Oversee the updating of the Account Plans for current sponsors. 

➢ Oversee the update of the Job Descriptions binder yearly. 

➢ Oversee the updating of the “Book of Jobs” yearly. 

 

• Collaborate with the President 

➢ Create letters of Gratitude and introduction for new CWSP sponsors 

➢ Attend on-site and off-site meetings with current and prospective 

employment partners as needed. 

➢ Assist in creating yearly Annual Reports for the NDCR Corporation 

➢ Oversee the filing of the Annual CWSP Report document with the 

Commonwealth of Massachusetts 
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• Collaborate with the Principal, Vice Principal and Dean of Students 

➢ Ensure that all necessary health forms are collected from students, 

permission slips from parents for disclosure of student medical issues, 

where appropriate, for supervisors 

➢ Assist in the creation of the Student Handbook and the academic calendar.  

➢ Oversee student discipline and other issues that concern both academic 

and CWSP areas. 

➢ Work collaboratively to ensure the appropriate response to student needs. 

➢ Assist with the CWSP presentations during August faculty orientation. 

➢ Attend monthly faculty meetings.  

 

• Collaborate with the Admissions Office        

➢ Ensure that the incoming students possess necessary qualities and skills 

for employment. 

➢ Ensure that the incoming students meet the Cristo Rey age limit standard – 

all students must be 14 by September 30th.  

 

• Collaborate with the Finance Office 

➢ Oversee the process for student invoices for CWSP fees for infractions as 

identified in the Student Handbook.  

➢ Approve all expenditures of CWSP staff. 

➢ Oversee the driver payroll submissions. 

➢ Oversee the gas credit card reconciliation 

 

• Collaborate with the Development Office 

➢ Assist the Grant Writer with grant proposals for CWSP 

➢ Coordinate communications for the Annual Appeals, Constant Contact, 

etc. 

➢ Oversee the updating of the CWSP portion of the NDCR Website 

➢ Assist the Events Planner with information regarding current CWSP 

sponsors for the Gala 

➢ Collabortate with Director of Marketing and Communications on 

publications and pictures from sponsors  

 

• Collaborate with the National Cristo Rey Network 

➢ Participate in Cristo Rey Network CWSP Conference Calls and Webinars 

➢ Participate in CR Network projects as requested 

➢ Oversee the statistics for CWSP for the Annual Data Report 

 

• Collaborate with the CWSP Team 

➢ Summer Training Institute 

➢ Parent Orientation Program 

➢ Sponsor Appreciation Event 

➢ Develop marketing tools /work to improve website materials 

➢ Student placement decisions 

➢ Transportation needs and issues 

➢ Participate in interviewing all incoming students 

➢ Oversee the CWSP Grades 

➢ Attend CWSP Staff Meetings 
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• Perform other duties as assigned by the Vice President of Administration 

 

 

QUALIFICATIONS 

➢ A Master’s Degree in Business or Education 

➢ At least 10 years of work-related experience 

➢ Ability to work on a Team 

➢ Self-motivated 

➢ Flexibility 

➢ Professionalism 

➢ Good interpersonal skills with adults and youth 

➢ Good judgment 

➢ Ability to meet deadlines 

➢ Excellent writing skills 

➢ Computer skills – knowledge of or the willingness to learn MS Office 

Suite and the Salesforce database  

➢ Ability to multi-task in a fast-paced environment 

➢ Comfort working in a Catholic high school environment 

➢ Customer Service experience is desirable 

 

 

 

Salary range - $60,000 - $75,000 

 

If interested, please send a thoughtful cover letter and resume to Notre Dame Cristo Rey 

Human Resources at hr@ndcrhs.org. 

 

mailto:hr@ndcrhs.org

