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POSITION DESCRIPTION

Position Title:  Vice President of Operations

Status:  Full-time

Team:  Administrative

Date:  1/1/2021
_________________________________________________________________________________________________

Position Summary:
The Vice President of Operations oversees the daily operational functions of the organization to make certain it is performing at its fullest potential.  The Vice President reviews and evaluates the allocation of resources to ensure the Association is operating efficiently and effectively.  Strategic initiatives are employed to improve processes leading to an excellent member experience and to ensure programs and services are aligned with the strategic plan and mission of the Association.  
Essential Functions:
· Oversee and supervise the daily operational functions to make certain the Association is performing at its fullest potential.  
· Evaluates the allocation of resources and makes recommendations to the President & CEO to maximize efficiencies while delivering superior customer service.

· Develop operational plans and processes to ensure the members’ experience exceeds industry standards on a consistent basis.

· Oversee and manage the delivery of member benefits and services to ensure efficiency and operational excellence for the membership.
· Collaborate with the communications and consumer relations teams to deliver both internal and external messaging to promote the value of the REALTOR® brand.
· Oversee and provide direction to the communications team to ensure members remain informed and knowledgeable on industry topics and membership benefits.

· Responsible for both internal and external customer relations with all members, and industry contacts.

· Provide both direction and support to assigned Task Forces, Work Groups, and special projects to successfully reach all objectives identified.  Specifically, serve as the key staff liaison to the Commercial Chapter and RPAC Fundraising Team.
Competencies

· Customer Service –Responds promptly to customer needs; Manages difficult or emotional customer situations; Solicits customer feedback to improve service; Responds to requests for service and assistance; Meets commitments.
· Oral Communication – Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions; Demonstrates group presentation skills; Participates in meetings.
· Written Communication – Writes clearly and informatively; Edits work for spelling and grammar; Varies writing style to meet needs.
· Consensus Building – Ability to facilitate contentious discussions and achieve consensus between groups and individuals.
· Quality – Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Applies feedback to improve performance; Monitors own work to ensure quality.
· Adaptability – Adapts to and embraces change in the work environment; Manages competing demands; Changes approach or method to best fit the situation; Able to manage frequent change, delays, or unexpected events. 
· Initiative – Volunteers readily; Undertakes self-development activities; Seeks increased responsibilities; Looks for and takes advantage of opportunities.
· Planning/Organizing – Prioritizes and plans work activities; Uses time efficiently; Plans for additional resources; Sets goals and objectives; Develops realistic action plans.

· Collaboration – Demonstrates ability to work in a team environment; Asks for and offers help when needed; Applies flexibility to meet the needs of co-workers.
· Confidentiality – Demonstrates trustworthiness and a commitment to refrain from discussing issues confidential in nature; Inspires the trust of others.
Qualifications

· Education/Experience – Bachelor’s degree and 5-10 years recent business experience relating to business administration or equivalent combination of education and experience.  Strong background in or knowledge of real estate industry helpful.

· Computer Skills – Must possess knowledge of modern technology to include proficiency in Microsoft Office 365, the Internet, virtual meeting platforms, and membership database management.
· Presentation Skills – Must demonstrate ability to speak to both small and large groups.
Note:  This job description is not intended to be, and should not be construed as, an all-inclusive list of responsibilities, skills or efforts associated with the position.  While it is intended to be an accurate reflection of the job requirements, management reserves the right to modify, add, or remove responsibilities, and to assign other functions, as necessary.
