
 

Manager, Operations 

Reports to: Chief Operating Officer   

Supervises: Not Applicable 

Department: Operations 

FLSA Status: Exempt 

Position Classification Regular, Full-Time 

Work Schedule 9:00am and 5:00pm, Monday – Friday, occasional  evenings 
and Saturdays as needed for events 

Revised Date 7/2019 

 

About the YWCA National Capital Area (YWCA NCA) 

Mission – The YWCA is dedicated to eliminating racism, empowering women and promoting peace, 

justice, freedom and dignity for all. 

Vision – Provide women and their families with the necessary programs that foster independence, 

economic stability and overall well-being. 

Bold Goal – A majority of women and girls of color across the National Capital Area have the 

resources and support necessary to achieve personal, educational and professional success.   

Position Summary 

The Manager, Operations is an integral member of our team, ensuring that office operations run 

smoothly and performs a variety of day-to-day office operations and human resources related tasks.  

Primary responsibilities include performing human resources functions (supporting recruiting and 

staffing, on-boarding, benefits administration, and employee communications), supervision of front-

desk staff, coordinating and overseeing facility maintenance projects, and coordinating technology 

support services.   

Position Responsibilities 

 Assist with hiring process, including drafting position descriptions, submitting job postings, and 
scheduling candidate interviews. 

 Conduct reference checks and background checks. 

 Generate offer letters and other employee documentation. 

 Conduct employee on-boarding sessions and coordinate new hire orientations with managers. 

 Enter employment data into employee database. 

 File and maintain personnel files throughout employee cycle of employment.  

 Assist with employee benefit and payroll changes. 



 Prepare and edit correspondence, reports, contracts, and other documents.  

 Assist with processing accounts payable and enter invoices in the accounting system. 

 Ensure that employee timecards are submitted and approved on time.  

 Process bi-monthly payroll. 

 Assist with processing incoming donations. 

 Work closely with IT service provider to coordinate and ensure that requests for support are 
responded to in a timely manner. 

 Coordinate new hire log-in/passwords and manage IT projects with IT service provider. 

 Oversee front desk and coordinate security staff.  Serve as back-up for front-desk in emergency 
situations. 

 Monitor office supply inventory and place orders. 

 Coordinate and supervise facility maintenance projects and copier service request.   

 Procure services of handymen, cleaning services, technicians, and other contractors.   

 Ensure that the main lobby, kitchen areas, and all common areas are tidy and well maintained. 

 Manage conference room booking. 

 Arrange and set-up for employee events and celebrations. 

 Perform other HR and operations tasks as needed. 

 

Essential Knowledge, Skills and Experience 

 Bachelor’s Degree in human resources, business administration or related field; or equivalent 

related work experience.    

 Must have a minimum of five years of related professional experience in human resources 

and office administration/operations.   

 Strong service orientation and excellent interpersonal skills. 

 Strong organizational skills and attention to detail. 

 Possess excellent time management skills with ability to coordinate multiple projects 

simultaneously and complete assignments in a timely manner.  

 Ability to work independently, prioritize, organize, problem solve and exercise sound 

judgment with minimal supervision.  

 Ability to maintain objective, professional relationships with individuals from diverse 

backgrounds including program participants, colleagues, supervisors, volunteers, and 

community partners. 

 Ability to manage confidential information with diplomacy and tact. 

 Excellent verbal and written communication skills. 

 Strong working knowledge of current office technologies and aptitude for understanding 

computer software and hardware.  

 Strong working knowledge of Windows applications and MS Office Suite (Word, Excel, and 

PowerPoint) and internet research techniques.   



Working Conditions/Physical Requirements 

 The work is performed in an office setting, with occasional offsite meetings and program 

activities in the Washington metropolitan area.   

 This is position is classified as light work and requires the ability to speak, hear, see, read and 

lift objects up to 10 lbs. frequently and up to 20 lbs. occasionally.   

Equal Employment Opportunity Statement 

The YWCA National Capital Area is an Equal Opportunity Employer.  We seek to recruit, hire and 

retain the most qualified individuals without regard to race, color, religion, national origin, 

citizenship, sex, age, gender, disability, marital or veteran status, personal appearance, sexual 

orientation gender identity or expression or any other characteristic or status protected by 

applicable federal, state or local law.    

It is our intent and desire that equal employment opportunities be provided in employment, 
recruitment, selection, compensation, benefits, promotion and all other terms and conditions of 
employment. 

  
This job description is intended to convey information essential to understand the scope of the position.  It is not 

intended to be an exhaustive list of skills, efforts, duties, or responsibilities associated with this position.  

Management may request that you perform other duties.  An evaluation of your job performance is based on the 

job duties listed, as well as those to be assigned.  Management reserves the right to revise this job description at 

any time. This job description is not a contract for employment and the YWCA NCA reserves the right to 

terminate the employment of any person for any reason that does not violate applicable state or federal laws. 

 


