
Operations Manager
Position Description

Agency Summary: Food Outreach, founded in 1988, is the only nonprofit in the St. Louis region providing Medically Tailored Meals and nutrition services to enhance the quality of life of men, women and children living with HIV or cancer. The organization covers 160 Missouri and Illinois zip codes encompassing seven counties. Our services are free for all of our clients. 
Team Compensation: Our clients, volunteers and mission inspire us every day! We are excited to welcome a new team member whose compensation will include platinum health benefits, 10 paid holiday days, paid vacation and sick time, family medical leave and employee/employer-contribution retirement plans.
Primary Purpose: This position is an integral part of the client services team. The Food Outreach Operations Manager is responsible for managing all aspects of the facility and operations of the Nutrition Center. In addition, this role will supervise the Nutrition Center Coordinator and the Chef.
Essential Functions of the Operations Manager: 
· Manages all aspects of operations, including emergency management planning, risk management, facilities management, vehicle maintenance, forklift maintenance, security, janitorial services, HVAC and freezer maintenance and all computer networking, hardware and software needs.
· Supervises all facilities maintenance (interior and exterior), including cleaning, parking lot, landscaping care and snow removal.
· Monitors and maintains building security, including maintenance of locks, codes, video surveillance and alarm system.
· Maintains a computer replacement/upgrade rotation schedule, purchases or acquires hardware as needed, and loads appropriate software programs in coordination with external IT consultant. 
· Oversees the maintenance and data input of the Food Outreach client data system (Access)
· Maintains: freezers, coolers, and office furnishings.
· Coordinates directly with the Director of Development to expend restricted grant funding for capital and equipment needs.
· Oversees bid outs for large capital purchases as required for federal, state and local grant funding.
· Manages regular bidding process for groceries and building maintenance.
· Analyzes food cost comparison
· Analyzes facilities maintenance comparisons 
· Gives input on the yearly budget.
· Works with the senior team to project food, building maintenance and supplies and hygiene box costs.


· Oversee the operation of the Nutrition Center:
· Supervises the Chef and Nutrition Center Coordinator
· Manages inventory, ordering and warehouse.
· Maintains adequate supplies of groceries and food products.
· Works closely with vendors for competitive pricing.
· Coordinates stocking of grocery shelves and walk-in freezer.
· Performs data entry of inventory.
· Reconciles client summaries.
· Supervises SCOUT data
· Updates database with current pricing and percentage overhead.
· Records donated items and year-end report to include donors, items, amounts and values. Prepares End-of-Year Inventory report for audit.
· Ensures the nutrition center has the correct scan codes for all items in the freezer and the fresh produce items.
· Maintains clean, organized grocery center and warehouse.
· Closes the grocery center and secures client information in accordance with HIPAA.
· Maintains inventory at Food Outreach and satellite pantries twice yearly with report.
· Coordinates grocery program at satellite pantries.
· Submits reports weekly at the Program and QM Meetings.

Knowledge, Skills and Abilities:  
· Understanding of the nutritional needs of people living with chronic illness.
· Working knowledge of food service management, food safety, sanitation, and quality control.
· Strong organizational and leadership skills.  
· Excellent interpersonal, oral and written communication skills, and computer skills.
· Ability to interact with individuals in a culturally diverse environment.
· Sensitive to the feelings of others, respect for individual differences, mature understanding of social problems, and ability to establish professional relationships quickly.

Position Qualifications: 
· Experience in nonprofit, volunteer-supported community organizations.
· Experience in managing staff, volunteers, and vendors.
· Must have facilities management experience.
· Must have inventory management experience. 
· Knowledge of computer networking and hardware.
· Familiarity with Access software a plus.
· Available to work or respond to emergencies on short notice and to work some evenings and weekends.
· Minimum of 5 years’ experience in nonprofit management.
Position Time Schedule: This is a full-time position governed by personnel policies related to full-time staff. 

Line of Authority: This person reports to the Director of Client Services.


