
Position Description: Operations Manager

Brief Description

Camp Sunshine has offered summer camp experiences to individuals with developmental
disabilities since 1983. Our mission is “to make the world outside of Camp Sunshine a more
affirming and inclusive place by inspiring agents of change with transforming experiences
and relationships.” We seek an Operations Manager who’s responsible for the day-to-day
operations of the Camp Sunshine organization. The Manager ensures that the office runs
efficiently and staff have what they need to be successful in their roles. Beyond the day to
day, the manager must be versatile in working with a number of different individuals from
volunteers to donors to Board members and our campers.

Responsibilities

● Organize office operations and procedures
● Track, record, and report to the accountants and Executive Director all financial

activity
● Input data into donor system and prepare reports and analysis based on data
● Prepare letters and reports for events and fundraising activities
● Manage production and assembly of mailings for programs and fundraising
● Respond to outside information inquiries
● Provide high-quality customer service to campers, families, and community members

who contact Camp Sunshine, building and maintaining strong relationships with all
stakeholders

● Manage relationships with vendors (including price negotiations)
● Collaborate and coordinate with staff for special events
● Maintain and order office equipment, computers, and supplies
● Assist in the recruitment and onboarding of volunteers
● Provide mentorship and onboarding to new staff

Hours and Benefits
The Operations Manager is an hourly, full-time position 32+ hours per week at $18-$20 per
hour. Full-time employees receive four paid holidays, two floating holidays, up to 120 hours
of paid time off and a stipend for health or retirement benefits. This position is a hybrid
position - offering remote work and some required office days. During program weeks, hours
may be long and may need to be extended. Qualifications and Requirements

● The job requires knowledge normally acquired through an Associate degree
● Three years of experience in a non-profit administrative role
● Must be an energetic professional who relishes wearing multiple hats
● Able to work independently with little or no supervision
● Strong time-management and people skills, flexibility, and multitasking ability
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● Experience in GSuite, Donor Snap, Wix or comparable ecommerce platform, and
Basecamp is a plus. Desire to explore additional platforms in order to keep the
organization current with technology trends

● Valid driver’s license and access to personal vehicle for occasional delivery or
distribution tasks

Competencies
● Reliability and discretion: you will often learn of confidential matters
● Adaptability
● Communication, negotiation and relationship-building skills
● Organizational skills
● Problem solving skills
● Initiative
● Leadership and the ability to ‘make things happen’
● Attention to detail.

This job description is intended to describe the general nature and level of work being
performed by a person assigned to this job. It is not to be construed as an exhaustive list of
all job duties that may be performed by a person so classified.
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