
Operations Director

Start date: ASAP

The Chicago Food Policy Action Council (CFPAC) is seeking an Operations Director to
support the organization’s operations management.  This position will be initially 6
months temporary with option to convert to permanent thereafter.

Organizational Overview
CFPAC was founded in 2002 as a coalition and became a 501c3 non profit in 2011,
and added full time staff in 2017.  CFPAC currently has 5 full time staff members and
will be adding staff and contractors in 2022.  CFPAC is building out and updating
organizational systems to provide engaged support for its programs, staff, and
partners.  CFPAC supports, facilitates, and participates in several active networks by
providing coordination, communication, funding, policy development, and advocacy
supports.

CFPAC co-develops, facilitates, advocates for, and helps implement policies that
advance food justice & sovereignty for Chicago and across the region. We envision a
food system where residents of all race, gender, and social identities have the right to
produce and access food through community-driven, ecologically regenerative, and
economically resilient processes. To that end, we specifically focus on dismantling
structural racism in the food system and lifting up food policies that support Black,
Indigenous, and People of Color. Please visit www.chicagofoodpolicy.com to learn
more about our work.

Job Summary
The Operations Director will lead and execute Finance/Accounting, Human
Resources functions (including developing systems for staff culture and retention),
and build organizational systems to support all staff. This role will report directly to
the Executive Director and support staff management. The ideal candidate is a team
player, excited about building transparent, participatory, and adaptive organizational
structures, and an excellent systems builder with a track record of motivating
others.  Experience with and/or understanding of horizontal leadership models in
small organizations is a plus.

The Operations Director will ensure fiscal compliance, best practices in Human
Resources are deployed, and lead organization-wide initiatives to further CFPAC’s
growth and sustainability. This role is an excellent opportunity for an emerging
leader to strengthen internal organizational capacity and take responsibility at a
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growing organization on the forefront of critical food access and equity issues in
Chicago.

Responsibilities include but not limited to:

Finance & Accounting
● Manage accuracy and efficiency in financial software to create monthly

reports and facilitate annual audit.
● Manage accounts receivable, accounts payable, and grants accounting.
● Liaise with Board of Directors around financial questions.
● Develop annual budget with staff support and integration.
● Manage organizational cash flow and forecasting.

Human Resources
● Manage bimonthly payroll and all benefits administration.
● Develop and implement organization wide systems for success driven

onboarding, core operating values and competencies, and performance
management aligned with overall mission and vision of CFPAC.

● Build systems to ensure employee satisfaction and engagement.
● Provide strategic thought partnering on enhancing the employee experience

for staff as needed.
● Coordinate annual employee reviews and compensation processes.

Operations & Systems
● Managing the program staff work activities from work plans to completion

with defined outcomes.
● Conduct weekly supervision meetings with individual employees.
● Manage teamwork activity integration to ensure clear communication of

team activities and full integration of organizational strategic plan and day to
day goals completion.

● Provide performance feedback and improvement, making necessary
adjustments in work activities to achieve both individual and team outcomes.

● Manage employee schedules both remote and hybrid.  Ensuring staff demand
is managed with equity of assignment internally and externally – including
approving time off.

● Making timely decisions and communicating with staff to ensure they are
informed and engaged in the work of CFPAC.

● Support regular staff meetings with proactive agendas to discuss important
information and problem solve with staff.

● Recognize staff for excellence publicly and coach staff privately for
performance improvement.
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● Provide detailed updates on program activities and outcomes to Executive
Director and present at board meetings as requested.

● Execute organization expectations for creating organizational onboarding,
general new hire orientation, fostering successful 90 orientation period,
regular employee communication of organizational activities, and
performance management.

● Lead the coordination of grant applications with program team and finalize
applications in collaboration with Executive Director.

Qualifications
● Bachelor’s degree, Masters preferred
● Minimum 5 years of professional experience finance/accounting and

operations.
● The ideal candidate has experience managing a team toward successful

outcomes using a team oriented and collaborative management style.
● Skilled at creating, implementing and managing systems.
● Ability to work in a fast paced environment and wear many hats to support

the team.
● Excellent communication skills, written and verbal, bilingual in English and

Spanish preferred.
● Self-directed and resourceful while able to engage with multiple stakeholders

and be responsive to flexible and shifting work patterns.

Currently the position may function remotely.  Candidates need to be based within
driving/commuting distance of Chicago for in person meetings.

Pay range is $70,000-$80,000 depending on experience.  Health, vision, and dental
insurance, 401k, vacation, sick, and holidays included in the benefits package.

Application process:
Please send a cover letter and resume with the subject line: “Operations Director
application” to hiring@chicagofoodpolicy.com by June 1, 2022.
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