	Operations Manager Position

The Operations Manager will be responsible for managing the organizations administration department, helping and creating organizational and program processes in collaboration with the ED, and other misc. tasks. This position's primary responsibility is ensuring organizational effectiveness by providing leadership for the organization's administrative functions.

Working with the management team, the position also contributes to the development and implementation of organizational strategies, policies and practices. This position will also interact with the Board of Directors.

Responsibilities: 

· Improve the operational systems, processes and policies in support of organizations mission -- specifically, support better management reporting, information flow and management, program process and organizational planning. 

· Manage and increase the effectiveness and efficiency of Support Services (HR, IT and Finance), through improvements to each function as well as coordination and communication between supports and program functions. 

· Play a significant role in long-term planning, including an initiative geared toward operational excellence. 

· Oversee overall financial management, planning, and systems. 

· Management of agency budget in coordination with the Executive Director. 

· Development of individual program budgets 

· Organization of fiscal documents. 

· Regular meetings with Executive Director around fiscal planning. 

· Supervise and coach office manager on a weekly basis. 

Responsibilities by Function

Financial Management
Develop financial systems and planning process for the organization's annual budget with ED, which will include but not limited to:

· Develop and manage annual budget 
· Oversee monthly and quarterly assessments and forecasts of organization's financial performance against budget, financial and operational goals. Oversee short and long-term financial and managerial reporting. 

· Reconciling monthly activity, and generating year-end reports. 

· Assisting Executive Director and Board in creating annual organizational budget and monitoring cash flow. 

· Maintaining administrative files. 

· Ensure communication with HTC accounting/payroll requests are addressed in a timely manner. 

· Develop, maintain and monitor all accounting systems and procedures capturing all billings and receipts. 

Organizational Effectiveness
· Manage functions. 

· Increase the effectiveness and efficiency of Support Services through improvements to each function (HR, IT, Finance) as well as coordination and communication between functions. 

· Drive initiatives in the management team and organizationally that contribute to long-term operational excellence. 
· Contribute to short and long-term organizational planning and strategy as a member of the management team 
· Oversee organizational insurance policies 

Qualifications
· At least 3 years experience in Operations Management 

· Work experience in Finance, would be an asset. 

· Excellent computer skills and proficient in excel, word, outlook, and access 

· Excellent communication skills both verbal and written 

· Knowledge of government contract management and knowledge and experience in organizational effectiveness and operations management implementing best practices. 

· Demonstrated leadership and managing staff groups. 

· Excellent interpersonal skills and a collaborative management style. 

· A demonstrated commitment to high professional ethical standards and a diverse workplace 
· Excellent people manager, open to direction and collaborative work style and commitment to get the job done 

· Ability to challenge and debate issues of importance to the organization. 

· Ability to look at situations from several points of view 

· Persuasive with details and facts 

· Delegate responsibilities effectively 

· High comfort level working in a diverse and stressful environment 


Only short-listed candidates will be contacted. Thank you in advance for your interest.  Application Deadline March 30, 2010.

Please submit resumes, cover letter, & three references to:

Ingrid Grimm

Acting Executive Director

Kaxla Child & Family Services 

PO Box 754

Bella Bella, BC V0T 1Z0

Or via email to ingrid.grimm@gov.bc.ca

