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Op e ra t ion s  Ma n a ge r  Pos it ion  De scr ip t ion  
August 20, 2024 

 
 
Pos it ion  Su m m a ry 

Im pact100 Martin  is a  501(c)(3) nonprofit organiza tion  that opera te s with  a  100% volunteer-
based  Board  of Directors and  com m ittee s to  carry ou t its  m ission .  Mem bers pay dues each  
year, wh ich  are  then  collective ly used  to award  $100,000 grants to  worthy nonprofits who 
support those  living in  Martin  County, Florida.    

The  prim ary ro le  of the  Opera tions Manager is  to  ensu re  that the  day-to-day opera tions 
run  sm ooth ly and  e fficien tly across the  voluntee r organ ization . To e ffective ly carry out th is 
ro le , the  Operations Manager is expected  to  have  exce llen t organ iza tiona l, com m unication , 
and  adm in istrative  skills  and  to he lp  stream line  processes and  enhance  opera tiona l 
pe rform ance  across the  organ ization  through  the ir ro le .  The  Opera tions Manage r reports 
to  the  Pre siden t of the  Board  of Directors.  Any changes to  the  scope  of responsib ilitie s 
m ust be  approved by the  Board . 

Learn  m ore  by visiting our website  a t www.im pact100m artin .org.  

Pos it ion  Tit le :  Ope ra tions Manager 

Su p e rviso r :  Pr e s id e n t  

Pos it ion  Cla ss ifica t ion :  Independent Contractor 

Hou rs :  20 hours pe r week, on  average ; som e  weeks m ore , som e  weeks le ss.  Requ ired  
a ttendance  at m onth ly m ee tings of the  Board  of Directors (2nd Wednesday of the  m onth , 
8:30-10:00am ).  Requ ired  a ttendance  at m ajor m em bersh ip  even ts such  as the  annual 
Kickoff in  Novem ber and  Gran t Awards Ce lebration  in  April. 

Loca t ion  

The  position  is work-from -hom e  in  the  Stuart, Florida  a rea  with  the  re sponsib ility of p icking 
up  m ail from  our Hobe  Sound post office  box and  a ttending m on th ly board  m eetings in  
Stuart. 

Com p e n sa t ion  

Com pensation  is $2,000 pe r m onth , as invoiced  by the  independent contractor.   

http://www.impact100martin.org/
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Job  Re sp on s ib ilit e s  (a s  fo llow s  b u t  n ot  lim it e d  t o ): 

Ge n e ra l Oг ce , Fin a n cia l, & Me m b e rsh ip  Ad m in is t r a t ion   

1. Manage  Mem bersh ip  and  Donation  Paym ents 

1.1. Pick-up/deposit physical checks from  the  post office  box weekly at m in im um , and  
two tim es a  week during the  m onth  of February and  first week of March . 

1.2. Ensure  a ll e lectron ic paym en ts are  a llocated  to the  correct m em bersh ip  accoun t, 
scholarsh ip  fund or sponsorsh ip  accoun t in  Neon.   

1.3. Ensure  a ll docum entation  of paym ents and  m on th ly deposits are  stored  in  the  
proper file  location  and  notify the  Bookkeeper and  Treasurer.  

1.4. Ensure  a ll m em bers and  sponsors rece ive  the  au tom ated  m essage  in  Neon  
recogn izing the ir paym ent. 

1.5. Work with  Treasu rer to  ensure  a ll m em bers and  donors rece ive  annual tax 
sta tem ent. 

2. Genera l Adm in istration    

2.1. Configure  organ iza tiona l and  com m ittee-based  em ail accounts to  forward  to  the  
appropriate  people .  This m ay need  to  be  configu red  each  season  or as com m ittee  
m em bers change .   

2.2. Monitor the  centra l voicem ail and  forward  any m essages as needed.   

2.3. Main ta in  an  accurate  and  up  to  da te  contact list for a ll board  m em bers and  
com m ittee  cha irs.    

2.4. Main ta in  an  accurate  e lectron ic ca lendar of even ts shared  with  the  board  m em bers, 
including board  m ee tings, com m ittee  m eetings and  the  events hosted  by 
Im pact100 Martin  th roughout the  year.   

2.5. Ensure  a ll o fficia l com m unica tions sent by Im pact100 Martin  have  been  proofread  
and  approved by the  Secre tary and  the  re la ted  com m ittee  cha irs(s) as requ ired.    

2.6. In itia te  annual con tracts with  in surance  provide rs, The  Com m unity Foundation  
Martin-St. Lucie  (TCFMSL), bookkeeper, website  host and  other sim ila r se rvice  
providers.  Prepare  for Board  approval and  m anage  im plem enta tion . 

2.7. Main ta in  e -files in  the  filing system  adopted  (to  be  de te rm ined). 
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3. Board  Support 

3.1. Main ta in  m onth ly sta tus reports on  activitie s, pro jects, and  tasks, with  a  look 
forward  to  the  next m on th’s focus.  Include  any cha llenges that m ay be  pre sen t and  
de live r to  the  Pre sident by the  first Wednesday of each  m on th .      

3.2. Meet weekly with  the  Pre siden t via  Zoom  and in-pe rson , as needed. 

3.3. Work with  the  Secre tary to produce  the  first d raft o f Board  m eeting m inu te s. 

3.4. Prepare  and  d istribute  Month ly Board  Packet. 

3.5. Annual Mee ting Support. 

a. Support the  Treasu re r in  ensuring the  num ber of voting m em bers and  the  
associa ted  funds for gran ts is  accu rate  and  up  to  date  in  Neon  and re flected  in  
specific reports for the  sam e .   

b. Attend the  Annual Meeting to  support e lection  officia ls and  the  CPA to  ensure  
voting in tegrity. 

4. Com m ittee  Support 

4.1.  Technology:  In  genera l, the  Operations Manage r will adm in iste r or m anage  the  
techn ica l system s to  support day-to-day operations, wh ile  the  Com m ittee s will 
support any m ajor change  or upgrades of Im pact100 Martin  techn ica l system s, 
including but not lim ited  to  Neon  CRM, Website , Em ail & Calendars, and  Zoom .  

4.2.  The  Com m unica tions Com m ittee  supports the  newsle tte r, socia l m edia  and  
graph ic design  to  support m arke ting cam paigns, as we ll as website  m anagem ent 
and  m ain tenance . The  Com m ittee  m ay re ly on  the  Opera tions Manager for pro ject 
m anagem ent support for these  pro jects. 

4.3. Gran ts: The  Gran ts Com m ittee  will requ ire  techn ica l and  operationa l support to  the  
Gran ts Com m ittee  th roughou t the  gran t cycle  m onths from  Novem ber – June  each  
season.  Th is includes adm in istrative  duties in  preparing le tte rs of agreem ent for 
grant recip ien ts, check requests, and  reporting of m ajor m ile stones to  the  Board. 

4.4. Mem bersh ip: The  Mem bersh ip  Com m ittee  will requ ire  support in  adm in iste ring the  
annual appea l cam paign  and p lann ing Mee t & Mingle s.  

a. Serve  as our co lla te ra l m anage r by pe riodica lly inventory prin ted  co lla te ra l 
loca ted  at our storage  site  and  m anage  the  process for orde ring and  fu lfillm ent 
from  our approved prin te r, as approved by the  Mem bersh ip  Com m ittee  Co-
Chairs. 
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b. In  th is capacity, m ain ta in  the  cen tra lized  database  with  links to  approved 
colla te ra l (both  fina l pdf file s and  editab le  form s). 

4.5. Sponsorsh ip:  The  Opera tions Manage r is re sponsib le  for updating the  sta tus of 
sponsors or donations accordingly with in  Neon  and writing thank-you le tte rs for 
the  Com m ittee  Chair. 

4.6. Events: The  Events Com m ittee  is re sponsib le  for oversee ing the  m ajor Im pact100 
Martin  events, including the  Kickoff and  Grant Awards Ce lebration .  The  Opera tions 
Manager will review a ll event requ irem ents with  the  Events Com m ittee  Chairs to  
ensure  a ll adm in istrative  and  ope rations support is secu red  in  a  tim e ly m anne r, 
and  they a re  configured in  Neon  as requ ired .  The  Operations Manage r will ensu re  
con tracts are  signed  in  accordance  with  our Financia l Policie s.  In  addition , the  
Opera tions Manager will support a ll events, with  registration  reports, nam e  tags, 
and  other m ateria ls as requested.   

4.7. Mem bersh ip  Engagem en t: The  Mem bersh ip  Engagem ent Com m ittee  is responsib le  
for ove rsee ing the  m onth ly events tha t a id  with  m em ber re ten tion .  The  Operations 
Manager will p rovide  support sim ilar to  tha t provided  to  the  Events Com m ittee . 

5. Opera tiona l Process Im provem en t Pro jects  

The  Operations Manage r is expected  to continuously im prove  ope rations through  process 
im provem ent, e ithe r by stream lin ing m anual processes with  best practice s, and/or by 
im plem en ting au tom ation  using our technology system s.  Any additiona l work on  pro jects 
of th is sort m ust be  first approved by the  Pre sident.  In  the  first year of th is ro le , the  
priority will be  deve loping an  ope rations m anual and  docum entation  of workflow in  Neon  
and suggesting new workflows to  support our re fre shed  website . 
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