
Job Description 
 

Job Title:   Business Operations Director  
Department:     Facility/Admin 
Reports To:    Executive Director 
FLSA Status:    FT/ Salary 
Conditions:   Work from home during current state of emergency 
 

 
JOB SUMMARY 
 
Reporting to the Executive Director, the Business Operations Manager oversees facilities and 
administrative functions of the Mission, including but not limited to budget development, daily finance 
transactions, local vendor relationships, facilities management, insurance, fleet management, HR, and 
IT. 
 
 RESPONSIBILITIES: 

 
 Finance: Support budget development; ensure correct coding of expenses; ensure dissemination 

of finance reports. Collaborate with department leaders to ensure that programs are executed 
within budget; ensure that KRM has a process in place for all cash, check and credit card 
payments/donations received directly and online. Support department directors and the board 
with analytics for monthly forecasting of expenses. 
 

 Facilities/Asset Management: Ensure repairs are completed within budget and appropriate 
system is used to pay vendors. Develop and maintain relationships with vendors. When seeking 
new vendors, obtain at least two proposals prior to selection. Work with Capital Projects 
Manager to coordinate construction at the facility. Update risk management system with 
current values/status as appropriate.  
 

 Corporate Records/Insurance: Ensure that corporate filings are current at state, local and 
federal levels. Oversee insurance plans ensuring adequate coverage for the facility, employees, 
board, and volunteers. 
 

 Vehicle Management: Maintain inventory records including year, make, model, VIN, location, 
mileage and update on a regular basis. Ensure appropriate and timely maintenance. File and 
maintain all insurance claims and follow up with estimates/repairs.  

 

 Information Technology Services:  Trouble shoot phone and computer issues; act as point of 
contact for technology services (phone, software, internal wireless issues).  
 

 Events: Participate in planning meetings for events (fund raising, large meetings, etc.)  Maintain 
application for certificate of insurance if needed; if exchange of money is involved, ensure that 
procedures are in place to handle cash, checks, credit cards, etc. Apply for liquor license for any 
event where so indicated. 
 

 Reports/Data Information: Provide guidance and data for grant reporting. Prepare various 
internal reports.  Respond to internal/external requests for information and/or documentation.  

 



 Operations SOPs: Develop, maintain and distribute a regional SOP Manual and provide training 
to appropriate staff to ensure consistent processes/procedures related to operations functions. 

 
 
 
QUALIFICATIONS: 
 
Education:  Bachelors degree in Accounting, Business or Public Administration Required.  Advanced 
degree preferred. 
 
Experience:  Three to five years’ financial management experience in community organizations, 
government agencies, non-profit organizations or business. Experience working effectively with 
volunteers and board members.  Experience in coordinating key finance and administrative functions 
including information systems and facilities management. Demonstrated success managing people and 
resources.   
 
Skills and Abilities:  Ability to plan, prioritize and organize work to maximize team performance and 
meet customer expectations. Excellent organizational skills and ability to work with attention to detail.  
Strong project management skills.   Strong interpersonal skills and the ability to create and maintain 
collaborative work relationships within the organization and with external stakeholders.  Refined critical 
thinking, analysis and problem solving skills and the ability to establish and adjust to current and 
emerging priorities and negotiate multiple complex activities.   
 
Other:  Proficient with MS Office software, including Word, Excel, PowerPoint and Outlook.  Strong 
knowledge of federal, state and local employment laws. 
 
   Personal Attributes and Values: 

 Have a personal relationship with the Lord Jesus Christ and a credible testimony to the same 

 Provide a clear biblical testimony of a personal experience of receiving by faith the Lord Jesus 
Christ as Savior and give evidence of His presence in daily living 

 Be a member in good standing or in regular fellowship with a local evangelical church 

 Have a heart of compassion and caring toward the homeless and hurting 

 Have a deep desire to serve the Lord Jesus Christ in the ministry of life recovery for those 
coming off the streets out of homelessness and out of addictions of all kinds 

 
 
Required Personal Attributes and Values: 

 Must subscribe to the Kitsap Rescue Mission’s Statement of Faith and By-Laws 

 Possesses and demonstrates excellent personal integrity 

 Demonstrates a courteous and Christ-like manner with guests, volunteers, co-workers, and 
internal and external partners/agencies. 

 
Essential Functions/Physical Requirements 

 
 
Depending on work assignment, may require ordinary ambulatory skills sufficient to visit other locations; 
or the ability to stand, walk and manipulate (lift, carry, move) light to medium weights up to 20 pounds. 
Requires good hand-eye coordination, arm, hand and finger dexterity, including ability to grasp, and 
visual acuity to use a keyboard, operate equipment and read technical information. Overall mobility is 



essential including sitting for long periods of time, driving a vehicle and working under challenging 
conditions. 
 
 
Work Conditions: 
Work is performed indoors with some potential for exposure to safety and health hazards related to 
emergency services work. Temporarily, this is a work from home position so it requires that the 
employee has a good internet connection and ability to use virtual meeting platforms.  
 
Salary 
DOE  
 
In any position with the Kitsap Rescue Mission, it is impossible to predict the many requests and 
assignments that can and will be made on an employee. This is the case with this position. Flexibility and 
a cooperative spirit are crucial characteristics of the person who holds this important position and for 
the successful operation of the Kitsap Rescue Mission services.  
 
Requirement: Kitsap Rescue Mission is a 501(c)(3) nonprofit, evangelical Christian Ministry; as such 
employees must share the Mission’s Statement of Faith and Lifestyle, and adhere to the Mission’s 
Employee Policy Manual and other guidelines set forth by the Executive Director. 
 

 

 

To Apply: 
 
Send a resume and cover letter to: 
 
Deb Enyeart 
denyeart@kitsaprescue.org 
 
If you have questions or would like additional information, please contact Deb for that as well. 
 
Thank you for your interest, 
Nancy Olsten 
Executive Director 

mailto:denyeart@kitsaprescue.org

