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TITLE: Operations Director  

POSITION RESPONSIBILITIES: Responsible for the day-to-day management of lifelong learning program.  

JOB COMPETENCIES: 
· Generation of information/reports for CEO, programming, promotions and sales professionals 
· Management of finances from budgeting to bookkeeping 
· Management of registration process 
· Production and distribution of program’s promotions 
· Coordination of human resources files and responsibilities 
· Guardian of program’s customer service value statement 
· Management of operations staff 
· Gather, systematize and manage program’s routine activities, such as tabulating evaluations, contacting instructors to schedule upcoming sessions, etc. 
· Manage decision-making regarding the running or canceling of classes/events and contacting participants 
· Coordination of all class/event logistics 
· Purchasing supplies, materials and equipment 
· Management of software system  

SUPERVISOR: CEO/Director  

BACKGROUND/EXPERIENCE: 
Required: Software systems, bookkeeping, data analysis, finances/budgeting and staff management 
Desired: Marketing, programming and sales  

OUTCOMES/ANNUAL GOALS: 
· Customer Service: 4+ out of 5 
· Repeat Rate: 40% 
· Overall Cancellation Rate: 15%   
· Reports On Time: 90% 
· Promotions On Time: 95%    

EVALUATION: 3 months after completion of fiscal year, the following is reviewed – 
· Customer Surveys 
· Benchmark Report 
· On Time Reports 
· Staff Evaluations
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