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Job Announcement

Position:


Operations Manager
Location:


Seattle, WA

Position Type/Classification:
Full-time salaried exempt employee/Other Professionals.
Salary:
DOE - include salary history and requirements in 
cover letter or resume.

Job Description:

See Attached.
Qualifications:
Extensive experience managing all aspects of an office environment, including IT; see Job Description below for further qualifications.
Benefits:
Excellent benefit package including medical, dental, vision, life, and disability insurance; paid vacation, sick, and holidays; 401k plan; and commuter pass. 

Position Available:
Immediately.
Application Deadline:

December 22, 2008 or until filled.
To Apply:


Email cover letter and resume to 

jobs@cascadeland.org with Operations Manager
in the “Subject” line or mail to:




Cascade Land Conservancy

615 2nd Ave, Suite 600
Seattle, WA  98104

Attention: Operations Manager Position
People of color are encouraged to apply.
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Operations Manager Job Description
Reports to: Casey O’Connor, Executive Vice President

Classification: Other Professional/Salaried, Exempt
Background:

Cascade Land Conservancy (CLC) is a leading edge regional nonprofit land conservation organization, with offices in Pierce, King, Mason, Snohomish and Kittitas counties in Washington State.  It also engages in estuary and near shore conservation and stewardship in other coastal counties.  CLC’s is heading the Cascade Agenda – an innovative program to conserve our region’s major landscapes in tandem with the creation of vibrant cities.

Job Description:
This Operations Manager is responsible for the delivery of services that ensure the smooth and cost-effective operation of CLC’s five offices, including management of IT and Phone Systems, and other office equipment, facilities, and related vendor relationships. This position is also responsible for some Human Resources functions, including oversight of hiring and promotions below the director level, drafting and maintenance of personnel polices, and new employee orientation. The Director of Operations also has supervisory responsibility over Help Desk and Reception staff and is responsible for establishing and maintaining protocols for reception area and customer interfaces in the Seattle office. In an organization with more than 50 employees spread between the main office in Seattle and four branch offices, this position is focused on anticipating and removing any barriers to productivity for all of the organization’s employee. This position requires excellent customer service and the ability and willingness to address a wide variety of systems, facilities, and human resource needs within the organization and for employees at every level.
Specific Responsibilities Include:

Facilities and Systems Management (45%)

· Managing relationship and communication with building management and other outside vendors as applicable. 

· Managing and budgeting for space planning for offices; working with building management to address facility needs; managing and coordinating vendors in any office configuration changes.

· Drafting, publishing and implementing internal polices and procedures that ensure smooth operation of office systems and ready access to office technology; Oversight and training of CLC’s Wiki and maintenance of the Business Services portion of the Wiki.
· Participating in development of annual budget, especially technology, equipment, and facilities related items, and managing on-going budgetary compliance in area of oversight.

· Managing and developing protocols for reception area, including general reception of visitors, and the overall appearance of reception area and conference rooms. Supervising receptionist.

· Setting strategies and offering leadership aligned with goals of the Business Services Department and in furtherance of CLC’s strategic plan.

· Obtaining feedback from internal customers and interpret changes in the business environment to help identify and focus on areas for continuous improvement and formulating needed changes into actionable goals for achieving needed improvements.
IT and Office Equipment Management (40%)
· Responsible for delivery of all technology related services; ensuring smooth operation of all office technology and equipment.
· Identifying and managing technical issues related to equipment, voice, and data and acting as point of contact for all communication, data, and technology vendors. 

· Managing, prioritizing, and responding to Help Desk requests; supervising Help Desk contractor. 

· Ensuring that data and recovery systems are in place; responsible for regular data back-up and electronic storage systems.
· Setting-up new and temporary users on network and managing user and security profiles.

· Responsible for planning equipment needs, equipment ordering in compliance with budget, and allocation to employees.
· Maintaining asset tracking system on all new and used equipment.

· Developing policies and protocols for communication, technology, and equipment related processes.
· Managing employee and location related content on CLC website. Participating in Editorial Committee meetings or other meetings as needed to address changes to website protocols and website content. 

· Planning and budgeting for changes in office environment, including software and hardware or other technology enhancements.
· Assisting Finance Department in maintenance of ADP ezLaborManager timekeeping system and interface with ADP technical support as need. 
Human Resources (20%)
Assist Executive Vice President in managing and implementing effective HR systems and policies, including: 

· Working with department managers to manage hiring process and ensure that all personnel actions follow HR protocols.
· Maintaining current personnel policies and posting up-dates on CLC’s Wiki.

· Managing the smooth integration of new employee and intern into the CLC workplace; Trainings new employees on administrative and technology related systems and ADP timekeeping system; managing the new employee orientation.
· Other human resources duties as assigned.
Other responsibilities as assigned.
Qualifications
Required

· Advanced Degree and 2-4 years progressively responsible related experience or Bachelors Degree and 6-8 years progressively responsible related experience. 
· Working knowledge of IT architecture and technology systems for informed management of IT systems and vendor partners.

· Strong technical aptitude, computer and equipment troubleshooting skills, and ability to learn on the job.
· Advanced user of Windows XP, Microsoft Office 2003 (specifically Outlook, Excel, Word, & PowerPoint). 
· Ability to work effectively, both independently and on a team. Ability and desire to deliver superior customer service to internal customers.  

· Proven professional communication, interpersonal, documentation, and organizational skills.
· Ability to travel to CLC county offices as needed.

· Ability lift up to 50lbs. Ability to work at computer for long periods.
Desired

· Familiarity with and/or experience implementing human resource policies.

· Familiarity and/or experience with budgeting and financial statements.

People of color are encouraged to apply.

