
 

 

 

Job Description 

 
 

Job Title:  Operations Site Manager 

Department:  Federal Contracts 

Reports To:  Director of Federal Contracts 

FLSA Status:  Exempt 

 

SUMMARY  
Manages all activities related to operations and development of company services by performing 

the following duties personally or through subordinate supervisors. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:  

 Provide leadership, support, and development for all staff reporting to this position. 

 Monitor operations and outcomes of programs and supervise site supervisors. 

 Maintain electronic as well as paper files, reports and records. 

 Empower staff to effectively run various programs while maintaining oversight. 

 Maintain customer relations and contract compliance with assigned contracts to ensure 

customer satisfaction. 

 Provide technical assistance and oversight in human resources and client rehabilitation 

matters 

 Provide training to subordinate employees on operations, rehabilitation, safety, and contract 

management. 

 Respond to requests and needs of Federal Customers. 

 Demonstrates continuous effort to improve operations, decrease turnaround times, streamline 

work processes, and work cooperatively and jointly to provide quality seamless customer 

service. 

 Develop, implement, and monitor individualized development plans by establishing 

appropriate goals and objectives for employees. 

 

OTHER DUTIES AND RESPONSIBILITIES include the following:   

 Reviews production and operating reports and directs the resolution of operational and 

rehabilitation issues to ensure minimum costs and prevention of operational delays. 

 Performs administrative activities associated with the effective management of contract 

operations, including compiling, storing, and retrieving production data for reports. 

 Trains and ensures all assigned employees are aware of and comply with company, 

government, and customer policies, procedures, and regulations. 

 Provide coverage for subordinate employees as needed. 

 Other duties, as assigned 

 

SUPERVISORY RESPONSIBILITIES  



 

 

Directly supervises 6-10 professional employees.  Carries out supervisory responsibilities in 

accordance with the organization’s policies and applicable laws.  Responsibilities include 

interviewing, hiring, and training employees; planning, assigning, and directing work; appraising 

performance; rewarding and disciplining employees; addressing complaints and resolving 

problems. 

 

QUALIFICATIONS   

 Excellent time management, fiscal management, and organizational skills. 

 Ability to work collaboratively with a wide variety of constituents and adjust to multiple 

demands and shifting priorities. 

 Conflict resolution skills. 

 Demonstrated personnel management skills. 

 Must be able to provide quality customer service and serve as a role model for employees. 

 Perform quality controls and monitor production KPIs. 

 Ability to use and operate a computer with proficiency, including Microsoft Office Suite. 

 A commitment to agency mission and goals. 

 Ability to encourage, support and mentor employees and program participants. 

 Ability to communicate effectively verbally and in writing. 

 Ability to take initiative, work independently and to report outcomes effectively. 

 Professional, creative, flexible and open to new ideas. 

 Must be able to pass a State and Federal background check. 

 

EDUCATION and/or EXPERIENCE  

  Bachelor’s degree from an accredited College or University, preferred. 

 5+ years working with people with disabilities or equivalent experience required. 

 3+ years of supervisory experience, required. 

 Experience in vocational rehabilitation and job coaching preferred. 

 

LANGUAGE SKILLS  
Ability to read and interpret documents such as safety rules, operating and maintenance 

instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability 

to speak effectively before groups of customers or employees of organization. 
 

MATHEMATICAL SKILLS  

Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, 

percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and 

geometry. 

 

REASONING ABILITY  

Ability to solve practical problems and deal with a variety of concrete variables in situations where 

only limited standardization exists. Ability to interpret a variety of instructions furnished in 

written, oral, diagram, or schedule form. 
 

CERTIFICATES, LICENSES, REGISTRATIONS  

 None required. 



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 and use hands.  

The employee frequently is required to talk or hear; the employee is occasionally required to stand, 

walk, reach with hands and arms, stoop, kneel, crouch, or crawl.  The employee must occasionally lift 

and/or move up to 50 pounds.  Specific vision abilities 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. 

 Travel: Ability to travel locally to assigned contract sites and to work in a variety of locations.

Submit job application to: 
openjobs@bayaudenterprises.org




