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Position Description: Operations Manager 
 

The mission of the Rotterdam Community Center (RCC) is to nourish our neighbors in mind, body, 
and soul, and serve as a community hub where all people can connect to the resources they need. 

 
RCC is an equal opportunity employer. All qualified applicants will receive consideration for 

employment without regard to race, color, religion, sex, sexual orientation, gender identity, national 
origin, disability, or veteran status. 

 
The Operations Manager is classified as a full-time, non-exempt employee who reports directly to 
the Deputy Executive Director of the Rotterdam Community Center. 
 
Job Overview & Impact 
The Operations Manager is first and foremost responsible for maintaining a regular, reliable 
physical presence at the RCC during business hours.  This role will serve in front of house and 
administrative capacities to ensure daily operations of the facility function safely and smoothly to 
support community programming.  Additionally, this individual will play a crucial role in volunteer 
leadership and event management. The Operations Manager will directly manage RCC’s Steward, 
Maintenance Assistant, interns and volunteers. 
 
Key Responsibilities 
Administrative/Communications 

• Answer phone calls during business hours, and respond to voicemails, emails, social media 
messages, and website requests within one business day. 

• Open mail, ensure bills and invoices are properly logged and submitted to the Bookkeeper 
for payment. Ensure checks are properly logged into Network for Good and deposited. 

• Update and maintain the RCC website, social media, physical bulletin boards, sign on Curry 
Road, and Building Entry Points at least weekly and more frequently if new/ changed 
information is time sensitive.  

• Draft and mail donor thank-you cards weekly. 
• Compile reports & conduct research for Deputy Executive Director, Interim Executive 

Director, and Board as needed. 
 
Building, Safety, and Risk Management  

• Oversee the daily operations of the RCC building, ensuring that all systems, such as 
electrical, plumbing, the lift, and HVAC, are functioning properly and efficiently. Issues must 
be handled in line with the Operations Manual and reported to the Deputy Executive 
Director in a timely manner. 

• Conduct regular inspections of the RCC building, supervise Steward, Maintenance & 
Volunteers, and coordinate necessary cleaning, maintenance, and repairs. Inspections/walk 
throughs are held twice daily-at the start and end of shift-to ensure a clean and hospitable 
environment. Findings are entered into a logbook. Minor issues are handled. Major issues 
are reported to the Deputy Executive Director in a timely manner. 
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• Ensure the building complies with all local, state & federal building codes, regulations, and 
safety standards along with all safety standards in the Operations Manual. Must be/become 
familiar with all New York State and Federal requirements and their implementation. Report 
issues to the Deputy Executive Director in a timely manner. 

 
Relationship Building & Management 

• Serve as Front of House for the Community Center and main point of contact for tenants for 
building-related issues and concerns. 

• Ensure the RCC building is accessible to the public and tenants during daily business hours 
(9a – 5p from Monday to Friday) whenever possible. The front door should be always 
monitored to allow entry to the building by visitors and tenants. 

• Maintain a clear line of communication with building tenants, including periodic meetings, 
to advise tenants of any issues and problems encountered. Meetings will also provide any 
opportunity for tenants to voice their concerns and questions. 

 
Event Management  

• Ensure events are properly staffed by volunteers, personally staff events as necessary. 
• Schedule & manage event training for all new volunteers. 
• Draft event marketing materials for Deputy Executive Director approval and distribute via 

social. 
• Ensure the BoL Volunteer Coordinator has obtained, prior to each scheduled BoL pick up 

session, the appropriate number of volunteers to cover the intake desk, the item caller desk, 
and the item fulfillment team. Work with Volunteer Coordinator to ensure adequate 
coverage. 

• Support food pantry operations, primarily interacting with clients by telephone and in-
person for sign-ups, scheduling, and conflict resolution. 

• Recruit, mentor, manage, and support a diverse team of volunteers, fostering a culture of 
belonging and shared purpose. 

• Manage volunteer database and maintain regular, consistent communication with all 
volunteers. 

• Schedule and manage volunteer training and appreciation events. 
• Recruit and train volunteers to perform administrative functions to assist during off-hours, 

sick days, and scheduled days off; manage list of and schedule for administrative volunteers. 
 
Qualifications 

• High school diploma required, and degree of higher education preferred; long term 
experience in lieu of degree may be considered. 

• Demonstrated skill and competency on web, and social media. Must possess organizational 
skills. 

• Be able to pass a background check. 
• Ability to work well with others and participate collegially with staff members, Board 

members and volunteers. 
• Agree to abide by all policies and procedures found in the Employee Handbook. 
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• Must be welcoming to all people. 
• Demonstrated skills in Microsoft Word, Excel, and other platforms needed to perform duties 

of the position. 
• Ability to work on-site and be present to support programmatic needs, including some 

evening and weekend hours required. 
 

     


