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Job Description
Operations Specialist
Reports to:  


Director of Operations
Department:  

Administration 

Supervises:  

Not Applicable
Employment Status: 
Full-Time
FLSA Status: 

Non- Exempt

Position Summary
Working under the supervision of the Director of Operations, the Operations Specialist is responsible for the day-to-day operation and maintenance of YWCA Sauk Valley operations.  S/he ensures the smooth operation of the YWCA by working cooperatively with administrative staff.  The Operations Specialist also maintains all Human Resources and employment files.  This position requires the use of independent judgement in many position related responsibilities.  S/he will maintain the highest degree of confidentiality associated with performing the duties of this function.  The Operations Specialist will also maintain, at all times, a commitment to quality service on behalf of the YWCA Sauk Valley.  

Primary Job Responsibilities include, but are not limited to:
Administration

· 
· Publishing and updating job ads;
· Coordinating the hiring process, ensuring proper procedure are followed which includes recruiting, interviewing, hiring and onboarding

· Ensure job descriptions are up to date and compliant with all local, state and federal regulations;
· Ensure the organization’s compliance with local, state and federal regulations pertaining to human resources;
· Orders office supplies necessary for her position;

· Maintains all Human Resources and Employment files;

· Schedules annual physical inventory and maintains asset inventory list;
· Creates and places inventory labels on any new assets purchased by the organization;

· Conduct or Coordinate annual Bloodborne Pathogen and other required trainings/presentations with all staff;
· Provides clerical support, including copying, filing, typing, and record keeping, as assigned;

· Works in cooperation with other staff to assist with organization technology needs, including

· VOIP Phone System
· Camera System

· Server
· OWL

· Other IT Issues
· Serves as organization’s resource in terms of assisting with projects, organizational tasks and data tracking

· Create and maintain electronic employee data
· Works closely with the Custodian in regards to Building Projects/Needs 

Program Development & Implementation
· 
Direct Service

· Serves as back-up to the Receptionist covering front desk duties including answering and directing calls, greeting and assisting clients and visitors, etc.
· Serves as a back-up to the Bookkeeper/Finance Assistant to prepare payroll for all employees and maintains payroll records according to local, state and federal requirements;

· Serves as a back-up to the Finance Assistant to prepare check requests for payment by coding appropriate funding sources and account codes per approved budgets;

· 
· Takes accurate messages and ensures timely delivery to appropriate staff.

Supervisory

· There are no supervisory duties associated with this position.
Additional Duties and Responsibilities:

· Successful completion of 80 hours of mandatory in-house training.
Minimum Qualifications:

· Associate’s degree or equivalent; three to five years’ related experience; or equivalent combination of education and experience;
· Proficient in using Microsoft Excel and other Microsoft Office Products;

· Strong organizational, problem-solving, and analytical skills;

· Ability to manage competing priorities and workflow;

· Strong mathematical skills;

· Ability to assess levels of emotional distress and respond accordingly;

· Excellent oral and written communications skills;
· Ability to take initiative and work independently and as part of a team;

· Punctuality and a strong work ethic;

· Attention to detail;

· Ability to work unsupervised;

· Demonstrated ability to establish and maintain effective working relationships both internally and externally;

· Availability to work some evenings and weekends;

· A working telephone;

· Access to reliable transportation;
· Commitment to and support of the YWCA Mission.
Physical & Mental Demands:

The position requires sitting, standing, stooping, bending, walking, climbing, speaking and driving.  The functions of this position are varied in nature and require the ability to make clear and concise decisions and to respond in an effective and appropriate manner during crisis.

The YWCA Sauk Valley provides equal employment opportunities to all employees and applicants for employment without regard to race, color, religion, sex, sexual orientation, national origin, age, disability, veteran status, or any classification protected by federal, state, or local laws.
YWCA of the Sauk Valley is dedicated to eliminating racism, empowering women, and promoting peace, justice, freedom and dignity for all.

The information written in this job description indicates the general nature and level of the work to be performed.  This job description is not designed to contain or be interpreted as totally comprehensive of every job duty, responsibility, or qualification required by an employee assigned to this position.  While employed in this position, an employee may be required to perform other duties not listed in the description.

I acknowledge that I have read, understand and have received a copy of this Position Description:

____________________________
___________________

Employee Signature


Date

____________________________
___________________

Supervisor Signature


Date
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