Operations Manager
Job Summary:
Reporting to the COO/CFO, this individual coordinates and directs the design, planning, construction,
maintenance and alteration of equipment, machinery, buildings and other facilities by performing the
following duties personally or through subordinate supervisors.
Essential Duties and Responsibilities:
 Analyzes agency’s HVAC systems, computer network wiring, lighting and other factors.
 Inspects plant and evaluates use of space and facilities. Ensures cleanliness of building interior
and exterior.
 Inspects construction and installation progress to ensure conformance to established
specifications.
 Ensures building code compliance.
 Ensures health and safety code compliance. Responsible for earthquake and disaster planning
as well as lockdown procedures.
 On call after hours for security and fire alarms.
 Plans, budgets and schedules facilities modifications including cost estimates, bid sheets,
layouts, and contracts for construction and acquisitions.
 Creates and adheres to maintenance schedules.
 Performs audits to support facility planning.
 Ensures landscaping is well-maintained.
 Acts as liaison to public utility, environmental and energy agencies.
 Oversees and directs maintenance personnel and workers engaged in equipment installation,
facilities equipment repair and preventive maintenance.
 Ensures audio/visual and PA systems running properly and that staff are properly trained on
appropriate use of systems.
 Paints.
 Sets up furniture, moves office furniture and relocates offices.
 Performs other related duties as required and assigned.
Competency:
To perform the job successfully, an individual should demonstrate the following competencies:
 Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes
information skillfully; Develops alternative solutions; Works well in group problem solving
situations; Uses reason even when dealing with emotional topics.
 Project Management - Develops project plans; Coordinates projects; Communicates changes
and progress; Completes projects on time and budget; Manages project team activities.
 Customer Service - Manages difficult or emotional customer situations; Responds promptly to
customer needs; Solicits customer feedback to improve service; Responds to requests for
service and assistance; Meets commitments.
 Team Work - Balances team and individual responsibilities; Exhibits objectivity and openness to
others' views; Gives and welcomes feedback; Contributes to building a positive team spirit; Puts
success of team above own interests; Able to build morale and group commitments to goals and
objectives; Supports everyone's efforts to succeed; Recognizes accomplishments of other team
members.



















Written Communication - Writes clearly and informatively; Edits work for spelling and grammar;
Varies writing style to meet needs; Presents numerical data effectively; Able to read and
interpret written information.
Change Management - Develops workable implementation plans; Communicates changes
effectively; Builds commitment and overcomes resistance; Prepares and supports those affected
by change; Monitors transition and evaluates results.
Delegation - Delegates work assignments; Matches the responsibility to the person; Gives
authority to work independently; Sets expectations and monitors delegated activities; Provides
recognition for results.
Leadership - Exhibits confidence in self and others; Inspires and motivates others to perform
well; Effectively influences actions and opinions of others; Inspires respect and trust; Accepts
feedback from others; Provides vision and inspiration to peers and subordinates; Gives
appropriate recognition to others; Displays passion and optimism; Mobilizes others to fulfill the
vision.
Managing People - Includes staff in planning, decision-making, facilitating and process
improvement; Takes responsibility for subordinates' activities; Makes self available to staff;
Provides regular performance feedback; Develops subordinates' skills and encourages growth;
Solicits and applies customer feedback (internal and external); Fosters quality focus in others;
Improves processes, products and services; Continually works to improve supervisory skills.
Quality Management - Looks for ways to improve and promote quality; Demonstrates accuracy
and thoroughness.
Visionary Leadership - Displays passion and optimism; Inspires respect and trust; Mobilizes
others to fulfill the vision; Provides vision and inspiration to peers and subordinates.
Business Acumen - Understands business implications of decisions; Displays orientation to
profitability; Demonstrates knowledge of market and competition; Aligns work with strategic
goals.
Cost Consciousness - Works within approved budget; Develops and implements cost saving
measures; Contributes to profits and revenue; Conserves organizational resources.
Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works with
integrity and ethically; Upholds organizational values.
Organizational Support - Follows policies and procedures; Completes administrative tasks
correctly and on time; Supports organization's goals and values; Benefits organization through
outside activities; Supports affirmative action and respects diversity.
Strategic Thinking - Develops strategies to achieve organizational goals; Understands
organization's strengths & weaknesses; Analyzes market and competition; Identifies external
threats and opportunities; Adapts strategy to changing conditions.
Innovation - Displays original thinking and creativity; Meets challenges with resourcefulness;
Generates suggestions for improving work; Develops innovative approaches and ideas; Presents
ideas and information in a manner that gets others' attention.
Judgment - Displays willingness to make decisions; Exhibits sound and accurate judgment;
Supports and explains reasoning for decisions; Includes appropriate people in decision-making
process; Makes timely decisions.
Motivation - Sets and achieves challenging goals; Demonstrates persistence and overcomes
obstacles; Measures self against standard of excellence; Takes calculated risks to accomplish
goals.







Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Plans for
additional resources; Sets goals and objectives; Organizes or schedules other people and their
tasks; Develops realistic action plans.
Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats
others with respect and consideration regardless of their status or position; Accepts
responsibility for own actions; Follows through on commitments.
Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote
quality; Applies feedback to improve performance; Monitors own work to ensure quality.
Quantity - Meets productivity standards; Completes work in timely manner; Strives to increase
productivity; Works quickly.
Safety and Security - Observes safety and security procedures; Determines appropriate action
beyond guidelines; Reports potentially unsafe conditions; Uses equipment and materials
properly.

Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.
The requirements listed below are representative of the knowledge, skill, and/or ability required.
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
 Licensing - Must possess a valid CA driver’s license with good driving record and be insurable.
 Education/Training - Bachelor’s Degree required, Master’s Degree preferred; or four to ten years
related experience and/or training; or equivalent combination of education and experience.
 Language Ability - Ability to read, analyze, and interpret common scientific and technical
journals, financial reports, and legal documents. Ability to respond to common inquiries or
complaints from customers, regulatory agencies, or members of the business community.
 Math Ability - Ability to apply mathematical operations to such tasks as frequency distribution,
determination of test reliability and validity, analysis.
 Reasoning Ability - Ability to solve practical problems and deal with a variety of concrete
variables in situations where only limited standardization exists. Ability to interpret a variety of
instructions furnished in written, oral, diagram, or schedule form.
 Computer Skills - To perform this job successfully, an individual should have knowledge of Word
Processing software; Spreadsheet software; Manufacturing software and Database software.
 Supervisory Responsibilities - May supervise one to two employees in the Facilities Department.
Carries out supervisory responsibilities in accordance with the organization's policies and
applicable laws. Responsibilities include interviewing, hiring, and training employees; planning,
assigning, and directing work; appraising performance; rewarding and disciplining employees;
addressing complaints and resolving problems.
Work Environment:
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions. The noise level in the
work environment is usually moderate.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this job. Reasonable accommodations may be made to
enable individuals with disabilities to perform the essential functions.
The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to
50 pounds. While performing the duties of this job, the employee is frequently required to stand; walk;
sit; use hands to finger, handle, or feel; reach with hands and arms and talk or hear.
Special Job Requirements:
This position requires the individual to work off-hours, including weekends, at times, and to be on call at
all times.
Contact with Others:
Individual must be responsible, have strong interpersonal skills and excellent communication skills.
Benefits:
We value our employees’ time and efforts. Our commitment to your success is enhanced by our
competitive compensation and an extensive benefits package including paid time off, medical, dental
and vision benefits and future growth opportunities within the company. Plus, we work to maintain the
best possible environment for our employees, where people can learn and grow with the company. We
strive to provide a collaborative, creative environment where each person feels encouraged to
contribute to our processes, decisions, planning and culture.
To apply, please email your cover letter and resume/CV to jobs@chconline.org in
Microsoft Word or PDF format. Please reference “Operations Manager” in the subject
line.

