
 
 

 
 

 
Title:   Operations Manager 
Status:   Full-time Non-exempt Mon-Fri. with regular evening hours required 
Reports to:  Executive Director 
Salary:  Commensurate with experience, but between $40,000-$45,000 with robust benefits 
Hire Date: Flexible, but ideally May 1 

 
Job Summary 
The Operations Manager leads a team of three with responsibility for managing the 24/7 safe and clean operation 
of our two facilities, as well as anticipating and addressing any risks to the smoothly operating our facilities. The 
Operations Manager must work some evening and weekends and be able to participate in 24-hour on call process 
during emergencies.       
 
Responsibilities 
 
Interim Housing Facilities Management 

• Monitor facility conditions and communicate with staff to ensure that spaces are always safe, clean, 
accessible, and in good working order; Clean, repair, and perform maintenance as needed  

• Forecast needed facility repairs and improvements and develop a preventative maintenance plan  

• Negotiate and monitor contracts for all vendors, subcontractors, and service agreements, including 
solicitation of bids for major repairs, capital improvements and contracts. 

• Conduct regular inspections and coordinate with outside partners on the inspection of key systems (fire 
and alarm, HVAC, elevators, boilers, plumbing) 

• Review and update emergency policies/procedures, ensuring compliance with all relevant best practices 

• Document physical inventories and order and distribute supplies and equipment as needed 
 
Permanent Housing Property Management 

• Assist on-site and scatter-site rental housing tenants in addressing concerns with property managers  

• Work with Director of Programs to ensure compliance of permanent supportive housing programs with 
HUD inspections and master leasing functions; provide efficient turnover of vacant apartments and 
coordinate move-ins and move-outs 
 

Administration 

• Oversee the work of the IT service vendor to ensure up-to-date and secure computer networks, manage 
all IT hardware and software vendor relations, contracts, purchases, and services.  

• Supervise two Operations Coordinators by developing task lists, monitoring work, and coaching them to 
reach higher levels of performance 

• Other duties as assigned 
 
Qualifications 

• 5-10 years of relevant work experience with excellent references required 

• 1-3 years of experience managing others is preferred 

• Valid driver’s license, proof of auto insurance coverage, daily access to personal vehicle required 

• Excellent interpersonal abilities, with strong communication and project management skills  

• Strong leadership skills and the ability to be an energetic self-starter even in difficult situations with 
limited available information.   

• The ability to think strategically, anticipate future consequences and incorporate them into a plan 

• Commitment to improving the life experiences of our neighbors experiencing homelessness 

• Interest in and ability to contribute to an environment of inclusion and belonging 



 
While performing the duties of the job, the employee is regularly required to sit, stand, move up and down 
stairways, talk and hear, drive (or otherwise commute) to and from community appointments. The employee 
may be required to lift and/or move up to ten pounds and occasionally lift and/or move up to twenty pounds. 
Specific vision abilities required by this job include close vision, distance vision, and peripheral vision. 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 
functions.   

 
 

 
Lincoln Park Community Services is an equal opportunity employer. 

We do not discriminate on the basis of race, color, religion, marital status, age, national origin, ancestry, physical or 
mental disability, medical condition, pregnancy, genetic information, gender, sexual orientation, gender identity or 

expression, veteran status, or any other status protected under federal, state, or local law. All aspects of employment 
including the decision to hire, promote, discipline, or discharge, will be based on merit, competence, performance, and 

organizational needs. Our goal is to be a diverse workforce that is representative of those we serve. 

 
 


