Drug-Free Youth Coalition
Position Title: Nonprofit Operations Manager
Reports To: Executive Director

The Drug-Free Youth Coalition is seeking a part-time Operations Manager to assist with managing and streamlining the prevention efforts of the Drug-Free Youth Coalition of York County. It is the mission of the coalition to “reduce youth substance misuse through community-based partnerships that implement evidence-based prevention strategies that strengthen communities, prevent substance abuse, and foster a safe environment where young people can thrive and lead.”  The coalition employs primary strategies to increase community collaboration and reduce adolescent substance use in York County, Pennsylvania.
Job description:      
Nonprofit operations managers oversee daily operations, manage resources, and advance the mission. They facilitate fundraising, allocate resources to priority programs, and foster collaboration with the board to ensure effective governance and accountability. They work closely with program managers and leaders to align projects with organizational goals. As proactive, adaptable leaders, Operations Managers assist in setting objectives, guide staff, and develop processes that support both teamwork and independent initiative.

Duties and Responsibilities:
Budget and Finances
· With the executive director and board to develop the yearly budget.
· Manage the budget in association with the accountants and the executive director, reviewing monthly reports.
· Take corrective action as needed to ensure a stable budget outcome.
· Work closely with the board treasurer and the executive director to reconcile monthly reports as needed.
· Oversee the yearly audit. 
· Authorized organization representative (AOR)
Organizational Development
· With the executive director, develop goals and timelines consistent with the organization’s budget and deliverables.
· Track organizational deliverables that are due to foundations and other organizations.
· Provide support to the Finance Committee of the Board of Directors.

Human Resources
· Assists in managing recruitment and hiring processes for new personnel.
· Ensure that the coalition follows all state and federal laws and requirements regarding HR.
· Assists in developing and implementing orientation programs for new hires.
· Serve as the point person for staff on HR issues and questions.
· Help ensure performance reviews are completed on time and employee personnel files remain current.
· Other HR duties as needed and appropriate.

Operations
· Oversee facilities operations.
· Assists in ensuring processes are put in place to deliver performance and achieve goals.
· Develop and maintain an operating procedures manual.
· Fundraising and Reporting
· Provide budgets for foundation proposals and for grant reports as needed.
· Assist in reports as needed.

Qualiﬁcations:
· Proven experience as an operations director or relevant role, with a minimum of 1+ years of experience. Preference is for experience with 501(c)(3) organizations.
· Excellent organizational and leadership skills.
· Strong communication and interpersonal abilities.
· Close contact, open communication, and social networking with the board, committee, and volunteers and organizations with similar goals.
· Excellent consulting, presentation, and communication skills.
· Knowledge in areas of working with Grants and Volunteers, updated paperwork for data.
· Support Marketing, IT, programs, and volunteer departments on ideas and goals.
· Positive attitude, detail, and customer-oriented with good multitasking and organizational ability.

EDUCATION QUALIFICATIONS AND EXPERIENCE:
· Bachelor’s degree or equivalent experience in Business, Communication, Nonprofit Management, Information Technology, or a related field- Strong IT and Computer Skills
· Demonstrated leadership experience in a non-profit business environment or related field
· Passion, dedication, and leadership toward community health and wellness
· Strong organizational abilities, including planning, budgeting, delegating, reporting, program development, and task facilitation.

Other Responsibilities
· Other duties as assigned by the Executive Director
· Support the Drug-Free Youth Coalition’s fundraising throughout the Year
 
 ***This is a part-time position, 20 hours per month, with a salary of $25-$30 per hour, depending on qualifications. Flexible schedule with the ability to work remotely.

How to Apply:
Send a resume, cover letter, and three references to email: contact@drugfreeyouth.net
Compensation and Benefits:

