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Job Description

JOB TITLE: Director of Program Operations

Reports To: Chief Programs Officer

Last Updated:  10/02/2026

Status & Salary: Full-Time Exempt: $70,000 - $80,000/year; based on applicable skills &
experience

Schedule: Typical hours are Monday-Friday, 8:30 a.m.-4:30 p.m., with flexibility required
based on program and operational needs.

SUMMARY OF ROLE

The Director of Program Operations oversees the day-to-day operations of Ronald
McDonald House Richmond program spaces, including facilities, housekeeping, inventory
and supply management, transportation, and maintenance coordination. This role ensures
the House operates efficiently while maintaining a safe, welcoming, and well-maintained
environment for families, staff, volunteers, and visitors. This role also coordinates the
transportation of program inventory and guest families, ensuring these services are
reliable, organized, and responsive to the needs of the Houses and Family Rooms.

All Ronald McDonald House Richmond employees are expected to embrace our Values of:
We lead with compassion

We are deeply respectful
We act with integrity
We are firmly committed
ESSENTIAL DUTIES
include but are not limited to:

1. Serves as a leader on the Operations Team, contributing to team communication,
collaboration, problem-solving, and the successful implementation of program
goals and operations.

2. Works closely with the Chief Program Officer to manage the Operations budget,
including monitoring expenses and ensuring responsible and cost-effective use of
organizational resources.

©Copyright 2025 Inspiring HR, LLC. All Rights Reserved www.inspiringhr.com
Ronald McDonald House Richmond — Confidential
Director of Program Operations — Job Description


http://www.inspiringhr.com/

Ronald
McDonald
House*

Job Description

3.

10.

11

12.

13.

Coordinates day-to-day facility operations to ensure the Houses remains clean,
safe, functional, welcoming, and well-maintained, in alignment with Ronald
McDonald House Global Standards.

Conducts routine inspections of guest rooms, common areas, offices, kitchen, and
exterior spaces to identify maintenance, safety, housekeeping, and operational
concerns.

Coordinates preventive maintenance, repairs, and specialized work with vendors,
contractors, and service providers to ensure timely completion and minimal
disruption to operations while maintaining Ronald McDonald House Global
Standards.

Manages the House’s inventory system, ensuring accurate records, proper tracking
and distribution, and appropriate stock levels.

Oversees procurement of housekeeping, maintenance, and program supplies,
monitoring usage, placing timely orders, and coordinating receipt and storage.
Establishes and maintains organized inventory and storage practices to minimize
waste, prevent shortages, and ensure staff and volunteers have timely access to
necessary supplies.

Collaborates with the Program Managers to support operational functions,
including room readiness, transportation needs, and volunteer tasks.

Provides backup coverage for program spaces as needed, including House
coverage, housekeeping assistance, supply distribution, and other operational

support to ensure uninterrupted program operations.

.Trains and oversees volunteers supporting facility operations, ensuring volunteers

understand their responsibilities and have the resources and guidance needed to
be successful.

Supports operational and facility-related volunteer activities, coordinating logistics
and ensuring projects are completed safely and effectively.

Works closely with the Community Engagement Manager to ensure meal volunteers
are appropriately oriented to the kitchen space and that the kitchen is clean,
organized, and ready for meal volunteers in accordance with applicable food safety
standards.
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KNOWLEDGE, SKILLS & ABILITIES

e Exceptional verbal and written communication skills with a talent for building trust

and maintaining positive in-kind donor and volunteer relationships.

e Self-motivated, committed to continuous learning, and eager to share knowledge
with team members.

e Flexible, patient, and able to effectively manage multiple projects, priorities, and
deadlines in a fast-paced environment.

e Strongorganizational, problem-solving, and customer service skills.

e Authentically embraces and promotes values of inclusivity and diversity in daily
practice.

MINIMUM QUALIFICATIONS

e Bachelor's degree in Business Administration, Facilities or Hospitality Management,
Nonprofit Management, or a related field; equivalent work experience may be
substituted for education.

e Minimum of 8 years of experience in a nonprofit, operations, hospitality, property
management, or related field.

e Minimum of 4 years of supervisory experience.

e Experience using Microsoft Office Suite and database or inventory management
systems.

e Valid driver's license and reliable transportation.

ADDITIONAL DESIRED QUALIFICATIONS

e Experience supervising housekeeping staff, custodial teams, or facility support
personnel.

e Knowledge of basic building systems, preventative maintenance practices, and
facility operations.

e Experience coordinating maintenance of vendors, contractors, or service providers.

e Experience managing supply inventories and purchasing processes.

e Experience working with volunteers and community groups.

PHYSICAL REQUIREMENTS
includes but are not limited to:

e Able to talk and hear, both in person and by phone.
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e Able to use hands and fingers in a manner that allows for use of a keyboard, tablet,

and phone.
e Vision abilities required by this job include close vision.
e Able to climb 4 flights of stairs multiple times per shift.
e Able to lift & carry items up to 50 lbs.

e Able towork on a computer for extended periods of time.

EMPLOYEE ACKNOWLDEGMENT

Print Signed Date
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