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Work-life balance. Flexible schedule. Caring, supportive supervisors. Rewarding work. If these are all aspects you crave for your next employment opportunity, see what Reach for Resources has to offer.
 
Overview
Reach for Resources is a nonprofit agency based out of Minnetonka, Minnesota. We provide recreation, education, case management, advocacy, counseling, and health programs to individuals with disabilities living in the Minneapolis western metro area. The Operations Manager will report to the Executive Director and is a part of the administrative leadership team. 
 
Job Summary
The Operations Manager will direct Marketing, IT/Technology Systems, and Talent Management efforts based on the strategic mission of Reach for Resources, Inc. The Operations Manager is responsible for managing existing operational software systems, marketing strategies, and talent management activities as it relates to systems.
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Essential Duties and Responsibilities
Marketing
· Develop, implement and evaluate short and long-term strategic marketing, communication and branding plans. 
· Manage and coordinate all work with volunteers, interns, designers, consultants, photographers, promotional and apparel suppliers and others as needed. 
· Direct, develop, and coordinate the conception, composition, editing, production and monitoring of publications, website content, social media presence, digital signage, and other marketing materials and communication products and tactics as needed. Responsible for reviewing and editing all printed publications and electronic media for content and style.  
· Manage web content and coordinate changes, revisions, and upgrades. 
· Ensure that all communications and design are appropriate and in support of the mission of REACH. Assist with the development of annual strategic plan and develop annual work plan/goals for IT and marketing & communication.
· Manage and track the development of communication materials. 
· Develop and implement publication schedule and deadlines in coordination with Reach. Advise and guide Reach staff regarding marketing and communication projects, initiatives and deadlines. 
· Develop, implement, and monitor the annual marketing/communications budget. 
· Manage video scripting & talent outreach. 
· Utilize all relevant social media platforms (e.g., Facebook, Twitter, YouTube, Pinterest, LinkedIn, etc.) to enhance communications/information sharing with REACH constituents. Develop benchmarking goals and continually measure the impact of social media. 
· Manage external presentations, marketing fairs, tabling events. 
· Review Reach content included in publications/communications for external departments. 
· Assist with coordination of media request responses, monitor news publications and social media for news related to Reach and recommend proactive strategies for responding to inquiries and/or preparing draft responses to news stories. 

IT/Technology Systems
· Manage existing operational software: Microsoft Office 365, Salesforce, Suti HR management 
· Provide training on operational systems to ensure understanding, compliance, and security while maintaining a high level of efficiency 
· Manage mobile device deployment, maintenance, and troubleshooting 
· Manage vendor relations with hardware and software entities
· Ensure data privacy compliance HIPAA and HITECH requirements
· Engage with all levels of the organization to align service delivery with technology needs
· Leverage analytics to report to all departments on performance and areas of risk

Talent Management
· Manage existing software system
· Assist with benefit enrollment & administration, employee relations, employee advocacy, employee onboarding, and training
· Oversees our Diversity, Equity, & Inclusion Committee
· Maintain, organize and keep up-to-date HR files such as information on employee benefits, employment status, performance appraisal information, grievance or corrective action.

Participate in other Agency functions as assigned.
 
Required Qualifications
· Bachelor’s degree or equivalent form four-year College or University, or equivalent combination of education and experience
· Strong written and oral communication skills
· Experience managing multiple mission-critical software platforms
· Non-profit experience required. Preferred experience working with individuals living with disabilities. 
· Must be able to adhere to industry-specific data privacy and security standards 
· Available to respond to technology support needs on tight deadline
· Experience managing vendor relations to adhere to SLAs and communicating organizational needs with vendors
· Experience managing hardware needs at scale
· 5 years’ experience managing operational software 
· Proficient in Microsoft Office 365 
· Experience with CRM systems, Salesforce preferred, but not required
· Strong understanding of marketing and creative processes
· Strong written and verbal communication skills and strong customer service orientation.
· Proficient in MS Word, Excel, Power Point and knowledge of computer applications such as Adobe Creative Suite, graphic design and video editing software. 
· Direct experience using social media as a strategic communications tool and advanced knowledge and understanding of social media networking platforms. 
· Direct experience with email marketing software and web content management programs. 
· Exceptional organization skills and experience managing multiple projects and gathering, analyzing and reporting relevant data. 
· Experience writing and delivering key messages through a variety of tactics. 
· Passion for positively impacting lives!
· Successful completion of a Background Check will be required for this position.    

Additional Information
Reach for Resources, Inc. is an Equal Opportunity Employer. Reach for Resources, Inc. does not discriminate on the basis of race, religion, color, sex, gender identity, sexual orientation, age, non-disqualifying physical or mental disability, national origin, veteran status or any other basis covered by appropriate law. All employment is decided on the basis of qualifications, merit, and business need. Reach about Reach’s commitment to diversity.

Interested? Please apply through our website: https://www.reachforresources.org/employment/ 
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