
Director of Operations

Purpose: The Director of Operations is a key leadership position within the Crisis Center. This role is responsible for

overseeing and managing the administrative functions that support the organization's operations, ensuring effective and

efficient processes are in place. The Director of Operations will collaborate with various departments to provide strategic

guidance, streamline operations, and contribute to the overall success of the organization. The Director of Operations is

primarily responsible for the coordination and management of the Foundation's core systems, including bookkeeping,

communications, financial transaction processing, HR Systems, and the administration of its SOPs.

Duties and Responsibilities:

Administrative Leadership:
● Provide strategic direction and leadership for administrative functions, including office management, facilities, and

administrative staff.

● Develop and implement policies and procedures to enhance organizational efficiency and effectiveness.

● Collaborate with the executive team to align administrative processes with the organization's mission and goals.

Operations Management:
● Oversee day-to-day office operations, including facility management, supplies procurement, and vendor

relationships.

● Monitor and improve internal processes to optimize workflow and ensure a smooth organizational operation

Human Resources:

● Oversee human resources functions, including recruitment, onboarding, benefits management, training,

performance management, payroll, and compliance with employment laws.

● Collaborate with the Executive Director, program leaders, and Personnel Committee to ensure a positive work

environment and support employee development.

Public Relations and Media Relations:
● Build and maintain relationships with media contacts and outlets to secure positive media coverage for the

organization's activities and achievements.

● Respond to media inquiries and proactively pitch stories to relevant outlets.

Financial Management:

● Work closely with the Executive Director and Finance Committee to monitor budgets and expenses related to

administrative functions.

● Contribute to financial planning by providing insights into administrative needs and resource allocation.

● Develop and maintain financial record keeping and reporting systems. Execute billing, receivables, payables, cash

receipts, cash disbursements, and general ledger functions.

● Produce monthly financial statements and monitor cash flow and investments.



● Prepare annual budget and present to Finance Committee.

● Oversee, in conjunction with independent auditor, preparation of annual audit.

● Assist in preparation and file 1099s.

Technology and Systems:

● Evaluate and implement technology solutions to enhance administrative processes, data management, and

communication within the organization.

● Ensure that systems and software are up-to-date and aligned with organizational needs.

Compliance and Governance:
● Ensure compliance with relevant laws, regulations, and policies affecting administrative functions.

● Maintain accurate records and documentation for audits and reporting purposes.

Communication:
● Facilitate effective communication channels within the organization, ensuring information flows smoothly across

departments.

● Maintain website and social media accounts for the Center.

● Prepare and deliver presentations to the executive team and board of directors as needed.

Working Relationships:

● Reports directly to Executive Director of the Crisis Center.

● Reports periodically to the Crisis Center Board of Directors.

Essential Job Functions:

● Sitting at a computer desk or standing for periods of time

● Working in an office setting

● Onsite work will be required with an option for a hybrid work schedule at times.

● Occasional event work

Qualifications:

● Bachelor’s degree in business administration, Nonprofit Management, or a related field (Master's degree preferred).

● Proven experience in administrative leadership and management roles, preferably in the nonprofit sector.

● Strong organizational and problem-solving skills with the ability to manage multiple priorities.

● Excellent interpersonal and communication skills, with the ability to work collaboratively across teams.

● Knowledge of nonprofit operations, compliance, and governance.

● Proficiency in using technology and software for administrative and communication purposes.

● Demonstrated leadership and team management skills.

● Commitment to the mission and values of Crisis Center

This job description outlines the essential functions and qualifications required for the Director of Operations role. It is

not an exhaustive list, and the successful candidate will be expected to adapt to the organization's evolving needs.

Please e-mail your resume and letter of interest to asullivan@crisiscenterbham.org


