West Central Indiana
Economic
Development District

JOB DESCRIPTION
Job Title:

Division/Division:

Location:

Typical Hours:

Director of Operations

Executive

Terre Haute

40

Type Position:

An Equal Opportunity
Employer

Position Classification:

Position Is:

Salary Range:

FLSA Status:

Permanent

Full-time

Supervisory

From: __________ to ___________

Exempt

Temporary

Part-time

Managerial

Commensurate with Experience

Non-Exempt

Neither

Per Year

Reporting Relationships:
First Level:

Second Level:

Per Hour
Third Level:

Executive Director

I.

JOB SUMMARY:
Under the direct supervision and oversight of the Executive Director, the Director of Operations assists the
Executive Director in directing and managing the Agency’s day-to-day operations with a special focus on
fiscal management; office management; information technology; facilities; human resources; business
development; community engagement; and program integration and reporting. Incumbent is a key member
of the senior management team and acts on the Executive Director’s behalf during his/her absence. This
is a new developmental position that could lead to the incumbent’s promotion as the Executive
Director upon retirement of the current Executive Director.

II. DUTIES AND RESPONSIBILITIES: (The following statements describe the principal functions and
responsibilities of this position, but should not be considered an all-inclusive listing of work requirements.)
1. Provides counsel and advice to the Executive Director regarding day-to-day Agency operations and
acts on the Executive Director’s behalf during his/her absence.
2. Assists the Executive Director in overseeing day-to-day operations of the Agency with a special focus
on fiscal management; office management; information technology; facilities; human resources;
business development; community engagement; and program reporting to comply with local, state and
federal rules, regulations and requirements.
3. Works closely with Executive Director, Division Directors, and the Business Manager in the creation
and monitoring of the Agency’s annual operating budget and long-term capital budget.
4. Troubleshoots and strategizes to address individual Division and organizational challenges.
5. Works with Division Directors to facilitate effective long- and short-term planning and strategy.
6. Helps establish and execute weekly, monthly, and long-term organizational priorities.
7. Facilitates intra-divisional collaboration to ensure that all Divisions are communicating effectively and
supporting one another as needed.
8. In collaboration with the Division Directors; analyzes and recommends changes in organizational
systems, policies and procedures, and ensures their implementation.
9. Interprets policies, rules or regulations and provides guidance to Division Directors and staff in relation
to contract administration, policies, and procedures.
10. Evaluates Agency and Division performance to identify areas of potential program modification,
improvement or expansion.
Supervisory & Employee
Certification:

I certify that this is an accurate statement of the major duties and responsibilities of this position and its
organizational relationships, and that the position is necessary to carry out functions for which I am
responsible. The incumbent of this position and I also certify that we have reviewed and discussed this
job description and that the incumbent understand his/her duties and responsibilities.
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11. Assists Division Directors in developing and administering individual budgets, annual work plans, and
performance reports.
12. Serves as the Agency’s primary point of contact for coordination and execution of external audits and
program reviews.
13. Oversees risk management strategies to mitigate risk in program operations that could result in
financial or public relations losses.
14. Represents the Executive Director and/or the Agency on various boards and committees, and at
events.
15. Participates in professional development activities to keep current with trends and practices in delivery
of Agency programs and services.
16. Conducts, or participates in, annual performance reviews of Division Directors, the Business Manager
and the Executive Secretary.
17. Establishes and maintains effective working relationships with board members, public officials, clients,
donors and staff.
III. KNOWLEDGE, SKILLS AND ABILITIES:












Excellent leadership and management skills.
Excellent interpersonal, writing, and communication skills.
Proven ability to assimilate a high volume of information across disciplines and divisions, providing
leadership and support to senior staff and experts in each of those disciplines.
Ability to creatively problem solve, and make and implement decisions quickly and soundly.
Ability to thrive in a fast-paced environment and exemplify leadership and composure under pressure,
while maintaining high morale
Ability to balance the delivery of programs and services against the realities of a budget.
Ability to think strategically, anticipate future consequences and trends, and incorporate them into
Agency plans.
Ability to overcome resistance to change and to take unpopular stands when necessary.
Ability to work with a wide range of people representing various backgrounds, levels of training, and
career stages
Ability to multitask, offering support and advice to the Executive Director, as well as to Division
Directors and the Business Manager.
Thorough understanding of finance, systems, and HR; broad experience with the full range of business
functions and systems, including strategic development and planning, budgeting, business analysis,
finance, information systems, human resources, and marketing.

IV. EDUCATION, EXPERIENCE AND REQUIREMENTS:





Minimum of a Bachelor’s degree in business administration, public administration, management or a
related field – MBA, MPA, MSM or similar advanced degree preferred. A well-documented history of
progressively responsible management and leadership experience of more than 10 years may be
considered a substitute for fulfillment of the minimum educational requirement.
Five to 10 years management experience that includes relevant experience in a senior leadership
position and/or at an executive level.
Prior leadership or management experience at a non-profit or government agency is highly desirable.

V. SPECIAL REQUIREMENTS:







Must be legally eligible to work in the United States.
Must pass a pre-employment drug test and any post-employment drugs tests directed by the Agency.
No felony convictions, as evidenced by an Indiana State Police Limited Criminal Background Check.
Must possess and be able to maintain a valid state driver’s license.
Must have reliable personal transportation.



Must maintain the minimum liability coverage required under Indiana law on any vehicle used to carry
out the duties and responsibilities outlined in this job description; proof of coverage must be provided to
employer.

VI. PHYSCIAL DEMANDS & WORK ENVIRONMENT:
The physical demands described here are representative of those that must be met by an employee to
successfully perform the essential functions of this position. While performing the duties of this position,
the employee is regularly required to talk and/or hear. The employee frequently is required to use hands or
fingers, handle or feel objects, tools, or controls. The employee is occasionally required to stand; walk; sit;
and reach with hands and arms. The employee must occasionally lift and/or move up to 25 pounds.
Specific vision abilities required by this position include close vision, distance vision, and the ability to
adjust focus. The work environment characteristics are representative of a general office environment with
moderate noise levels. Employee may occasionally be required to drive to and from various locations to
perform worked related tasks and to meetings using personal vehicle (employer reimburses incumbent at
the agency’s establish mileage rate). Employee may be required to occasionally work extended and/or
evening hours, to travel out of town for training/conferences, sometimes overnight.

