
Operations Manager Position (Volunteer)

The Byron Saunders Foundation (BSF) is a 501c3 Ohio nonprofit whose mission is to provide Thanksgiving meals to those

in need in central Ohio. We are celebrating our 20th year of providing meals to families in need during the holiday

season. We are seeking an Operations Manager to oversee our annual mission driven project of collecting and

distributing donated Thanksgiving meals to over 4,000 families in Franklin county. This is a volunteer position.

About the role

The Operations Manager is a critical role in the organization and as such, we plan to fill this position as soon as possible.

You will be responsible for the overall operation of the distribution center (currently located on the east side of

Columbus, OH) primarily during the months of October/November. You will work directly with the Food Drive

Coordinator and the Volunteer Coordinator to create and execute a successful annual project. Key stakeholders include

area agencies, donors and volunteers, as well as the BSF Board of Directors, who are committed to support the

organization's mission of delivering meal boxes to the community in the weeks prior to Thanksgiving. Your estimated

time commitment in October is 8-10 hours per week and in November it is 20-40 hours per week. Additional hours for

training may also be required. General responsibilities include:

● Act as liaison among community agencies and between project stakeholders and maintain strong

communications with BSF board members.

● Spearhead searching for and requesting donations of distribution site space and supplies such as boxes and

other needed items.

● Set up the distribution site and manage and track food item deliveries.

● Implement safe warehouse practices and communicate them to the team.

● Sort and count donated food items, make meal boxes and train volunteers to complete these tasks.

● Record inventory of food items into spreadsheets for reporting to the Board.

● Determine key timelines and contact distribution agencies to coordinate food pickups.

● Manage and track the distribution of food items and gift cards to agencies and individuals.

● Coordinate purchase of all supply items needed.

● Work with the Food Drive Coordinator to support new food drive sponsors, provide supplies and coordinate

pickups.

● Oversee the Volunteer Coordinator position to ensure adequate volunteers are available during critical time

periods.

Skills/Experience Desired

● Strong organizational and time management skills with project management experience preferred.

● Ability to problem solve, communicate effectively and shift priorities quickly.

● Best practices/new ideas surrounding warehouse distribution, safety and task automation are encouraged.

● Track record of being committed and reliable with a passion for serving the community.

● Ability to skillfully manage and interact with a variety of different types of volunteers.

● Able to lift at least 25 pounds and walk/stand for long periods of time on concrete flooring.

● Basic computer experience with knowledge of spreadsheets.

Interested or have questions?   Please find a short application form here Operations Manager Contact Form OR

Please find a short application form on our website at https://www.thebyronsaundersfoundation.org/ .

A  member of the Board of Directors will get back to you quickly.

https://form.jotform.com/221095119951153
https://www.thebyronsaundersfoundation.org/

