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Centers for Youth and Families, Inc.

Job Description/ Performance Evaluation 

Job Title:

Operations manager 




Department:
Foundation

Reports To:

Foundation Director
FLSA Status:
Exempt

Date Prepared:
6/25/2025

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 abilities required.  Reasonable accommodations may be made to enable the individuals with disabilities to perform the essential functions.

Minimum Qualifications:
Bachelot’s Degree required in Accounting, General Studies, Marketing or related field. Experience in nonprofit organizations required. Sales and/or Development experience preferred. Superior written and verbal communication skills.
Language Skills:

Ability to read, analyze and interpret common financial reports and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies or members of the business community.  Ability to write letters and articles for publication that conform to prescribed style and format.  Ability to effectively present information to top management, public groups and/or boards of directors.  

Mathematical Skills:

Ability to work with mathematical concepts and analyze financial information.  Ability to apply concepts such as fractions, percentages, ratios and proportions to practical situations.

Reasoning Ability:

Ability to define problems, collect data, establish facts and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

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.  While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; and talk or hear.  The employee frequently is required to reach with hands and arms.  The employee is occasionally required to stand; walk; and stoop, kneel, crouch or crawl.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision and ability to adjust focus.

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 quiet.

Key: P=Preschool (<5)     C=Child (6-12)      Ad=Adolescent (13-18)    A=Adult    AI=Age Irrelevant
	Supervisor:  Please rank all areas in which this employee has demonstrated competence, indicating age specific 

competencies only where appropriate.  Check “AI” for demonstrated competence in areas that are not age specific.

	Essential Duties and Responsibilities include the following.  Other duties may be assigned.

	A.  Donation Records:
	AI
	P
	C
	Ad
	A
	N/A

	1. Inputs donations into Foundation Donor database within three days of receiving donation. 
	
	
	
	
	
	

	2. Provide acknowledgement letter for donations to appropriate Foundation staff member to sign within three days of batch approval. 
	
	
	
	
	
	

	3. Presents donation batches for approval in timely manner to appropriate staff members. 
	
	
	
	
	
	

	4. Creates and maintains invoices for Foundation. 
	
	
	
	
	
	

	5. Insures proper documentation of all in kind donations. 
	
	
	
	
	
	

	6. Runs reports as needed for Foundation Director. 
	
	
	
	
	
	

	7. Submits monthly Foundation reports by deadline to accounting staff. 
	
	
	
	
	
	

	8. Assist in donor communications including cards and phone calls. 
	
	
	
	
	
	

	Method(s) of Assessment:   (  Observation        (  Record Review    (   Test    (   Data Collection & Report

	Rate Overall:
	· Unsatisfactory
	· Needs Improvement
	· Meets Requirements
	· Exceeds Requirements
	· Outstanding

	Comments:

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	B.  Fundraising Activities:
	AI
	P
	C
	Ad
	A
	N/A

	1. Support annual fundraising goals and monitor progress toward goals by submitting monthly reports that reflect progress to goal
	
	
	
	
	
	

	2. Promote monthly giving and planned giving opportunities to supporters
	
	
	
	
	
	

	3. Assist with Winner’s Circle Employee Giving Campaign
	
	
	
	
	
	

	4. Participate in sponsorship committees for special events and invite companies and individuals to support through sponsorship of events
	
	
	
	
	
	

	Method(s) of Assessment:   (  Observation        (  Record Review    (   Test    (   Data Collection & Report

	Rate Overall:
	· Unsatisfactory
	· Needs Improvement
	· Meets Requirements
	· Exceeds Requirements
	· Outstanding

	Comments:

	

	

	

	

	

	

	

	

	

	

	

	

	


	C. Reliability:
	AI
	P
	C
	Ad
	A
	N/A

	1. Attends mandated training 
	
	
	
	
	
	

	2. Demonstrates ongoing skill improvement
	
	
	
	
	
	

	3. Adheres to scheduled work hours and attends assigned meetings 
	
	
	
	
	
	

	4. Meets deadlines
	
	
	
	
	
	

	5. Maintains satisfactory attendance record
	
	
	
	
	
	

	6. Manages own time to get work done according to schedules or deadlines
	
	
	
	
	
	

	7. Keeps supervisor informed
	
	
	
	
	
	

	8. Complies with agency policies
	
	
	
	
	
	

	9. Participates in special project teams as assigned
	
	
	
	
	
	

	10. Adheres to rules for confidentiality
	
	
	
	
	
	

	Method(s) of Assessment:   (  Observation        (  Record Review    (   Test    (   Data Collection & Report

	Rate Overall:
	· Unsatisfactory
	· Needs Improvement
	· Meets Requirements
	· Exceeds Requirements
	· Outstanding

	Comments: (use attachments as necessary)

	

	

	

	

	

	

	D. Interpersonal Skills
	AI
	P
	C
	Ad
	A
	N/A

	1. Focuses on the situation, issues or behavior, not on the person
	
	
	
	
	
	

	2. Maintains the self-esteem and self-confidence of others
	
	
	
	
	
	

	3. Maintains constructive relationships with employees, peers, managers
	
	
	
	
	
	

	4. Takes initiative to make things better
	
	
	
	
	
	

	5. Leads by example
	
	
	
	
	
	

	Method(s) of Assessment:   (  Observation        (  Record Review    (   Test    (   Data Collection & Report

	Rate Overall:
	· Unsatisfactory
	· Needs Improvement
	· Meets Requirements
	· Exceeds Requirements
	· Outstanding

	Comments: (use attachments as necessary)

	

	

	

	

	

	

	

	

	

	

	

	


	Section II.  Major Accomplishments/Objectives

	(Use attachments if necessary)
	5
	4
	3
	2
	1

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	


Section I =                          Section II =                         
Total score = 

	OVERALL PERFORMANCE RATING
	
	
	
	
	

	· Unsatisfactory
	· Needs Improvement
	· Meets Requirements
	· Exceeds Requirements
	· Outstanding

	NOTE:  All Outstanding evaluations must be reviewed and approved by the supervising member of the EOT and the CEO before

Presentation to the employee. 

	Corrective Action/Follow-up Plan:

(use attachments if necessary) 

	

	

	

	

	

	

	

	

	


Employee Signature: 







Date:

Signature of Evaluator: 







Date:

Signature of Evaluators Supervisor __________________________________   Date:  __________________

KEY:

Outstanding (5):  Consistently superior in all aspects.  This level represents the very best performance, which can be expected of an employee in a given position.  An employee at this level has consistently performed far beyond expectations.  The employee has demonstrated exceptional skill, knowledge, and initiative in mastering the important elements of the job.  This rating recognizes truly unique accomplishments and unsurpassed contributions to the organization, within the scope of the position.  No discernible areas exist in which improvement could be expected.
Exceeds Requirements (4): Substantially above expected level of performance. This level applies to employees whose performance is clearly and substantially above the requirements of a given position.  The employee consistently exceeds expectations in performing the more difficult and complex parts of the job, demonstrating complete job knowledge and innovative skills in achieving high quality results.  This rating recognizes accomplishments at a level beyond that normally expected of experienced employees with similar duties.
Meets Requirements (3): Fully competent in meeting requirements.  This performance level indicates full and complete competence in meeting position requirements.  An employee at this level utilizes effective job skills and knowledge in accomplishing duties and responsibilities.  The employee achieves very effective results with minimum supervision.  Performance at this level meets the expectations of a fully qualified and experienced employee.
Needs Improvement (2): Close to being acceptable.  Performance at this level is close to being acceptable but lacking certain aspects.  The results are occasionally insufficient in meeting the requirements of the position.  The employee may require additional supervision to perform in a manner normally expected.
Unsatisfactory (1): Major deficiencies exist.  This level indicates that major deficiencies exist in the performance of essential job duties.  The employee consistently fails to meet the minimum requirements of the position.

*Any area that is scored as a needs improvement (2) or unsatisfactory (1) may result in disciplinary action up to and including termination.

Performance Planning/Goal Setting Form



Major Assignments/Objectives

 (Use attachments if necessary)    
Date Prepared:





Name:





	


This form is a “working draft” of Performance Goals for and during the entire review period. This is subject to change as significant events and developments impact priorities, assignments, and objectives. The list should be reviewed and updated quarterly. Toward the end of the review period, it will become a valuable resource in the performance evaluation process. Include both individual goals and the employee’s contribution to support team goals.














Supervisors Signature: 								Date:    			








Employee Signature:  								Date: 			





























Progress Review Dates





6.








5.








4.








3.








1.








2.
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