Fuller Center Disaster ReBuilders (FCDR)
Job Description Summary
Job Title

Operations Director

Reports To:  President, Bart Tucker
1.
Position Summary
The Operations Director provides overall day-to-day leadership of the mission in accordance with the articles of incorporation, affiliate by-laws, policies, objectives and direction set by the affiliate Board of Directors. Coordinates activities of all staff personnel including volunteer coordinator, hospitality manager, family partner director and construction directors. Serves as primary interface with our mission partners, donors and grantors.
2.
Principal Accountabilities

Duties and responsibilities:

· Recommends all appropriate Board action needed to insure that FCDR operates as a mission-focused Christian non-profit

· Implements all board policies, guided by the Christian ethics on which FCDR is based

· Reports to the Board regarding status of activities
· Oversees fundraising and public relations activities

· Writes grants and maintains donor files

· Supervises and trains board-approved staff positions and administers annual performance reviews

· Assists the Director of Construction in developing, staffing and managing the overall construction operation of FCDR
· Administers all day-to-day operational, financial and business affairs

· Maintains records of the organization, including operations and policies manuals

· Acts as the Board’s representative to FCDR families and homeowner candidates
· Interfaces with case management organization and makes recommendations for homeowner selection
· Oversees developing and maintaining the core volunteer base 
· Recommends yearly budget for Board approval and prudently manages the organization’s resources within those budget guidelines according to current law and guidelines

· Researches and serves as the principal liaison to grantors, foundations, corporations, and churches.
3.
Critical Skills & Job Complexity

Unique Knowledge & Skills:
· Familiarity and comfort with FCDR’s mission, methods, principles, and structure

· The ability to establish and maintain effective and harmonious working relationships with staff, board members, business and community leaders, representatives of civic and community organizations, homeowners, sponsors and volunteers

· Strong, effective, oral communication skills

· Ability to communicate FCDR’s program and mission clearly and persuasively in a variety of settings and to a variety of constituencies
· Comprehensive knowledge of, understanding of, and experience in nonprofit legal and financial management

· Ability to relate to, and work with volunteers and families of diverse races, faiths, income and skill levels
· Oversee all aspects of volunteer care and management including oversight of kitchen and boarding facilities

· Knowledge of fundraising principles and processes and ability to develop working relationships with potential funding sources

· Ability to effectively manage human resources according to authorized personnel policies and procedures that fully conform to current laws and regulations

· Ability to identify and resolve problems in a timely manner, gather and analyze information skillfully, and effectively lead the affiliate by displaying sound and accurate judgment.
Minimum Education and Experience
· Five years experience in corporate or nonprofit leadership
· Completion of HS mandatory, and some college preferable

· Basic computer skills, i.e., word processing, spreadsheet, e-mail, and the ability and willingness to learn new software as needed.
Special Requirements
· Position requires periodic evening and weekend work and meetings.
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