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OPERATIONS MANAGER – MATERNITY LEAVE COVERAGE 

The Operations Manager is responsible for ensuring that Sustainable Waterloo Region’s internal operations run 
smoothly, ensuring other team members are well supported and able to focus on their roles. This includes 
oversight of human resources, finance, IT, fund development, events and the office. 

As the Operations Manager you would: 

Human Resources: 

 Manage the recruitment of new volunteers, staff and student interns with the support of the Human 

Resources (HR) Team and guidance from the HR Manager including onboarding, orientation and off 

boarding processes for all team members 

 Develop and execute annual recognition efforts for volunteers with the support of the HR Team 

 Work with the HR Manager and Executive Director on the review of HR policies and best practices as per 
the annual schedule 

 Administer the annual performance review process across the organization 

 Manage and/or oversee the planning and execution of bi-monthly SWR Team meetings, bi-monthly SWR 
Team socials and annual office team socials 

 Manage scheduling and agenda creation for the monthly office team meeting 

Finance: 

 Manage the day-to-day execution of accounts payable and accounts receivable processes 

 Execute monthly payroll processes in partnership with the HR Manager, with support from Finance Team 
volunteers and the approval of the Executive Director 

 Support Functional Area Managers (FAMs) with ongoing financial tracking and reporting throughout the 
year 

 Complete monthly financial reporting for the Executive Director and Board of Directors, with direction 
and support from the Finance Manager 

 Complete preparations for SWR’s annual financial audit with guidance from the Finance Manager, and 
respond to requests from the auditor for additional information and support documentation 

 Develop the 2020 organizational budget with direction and support from the Finance Manager and the 
Executive Director 

 Run Finance and Audit Committee meetings monthly with the Executive Director, Finance Manager, Board 
Treasurer and other committee members 

IT: 

Work with IT volunteers to ensure internal IT needs are met, such as timely troubleshooting and resolution of team 
member technical issues 

 Ensure software licenses are maintained 

 Work with our IT sponsor(s) on updating and replacing equipment 

Fund Development: 

 Manage processes for tracking of grant opportunities and matching internal needs with these 
opportunities 
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 Manage the creation and submission of grant applications with assistance from Fund Development Team 
volunteers and program staff 

 Manage the recognition and reporting for all grantors/funders 

 Manage the attraction, recognition and retention of corporate sponsors (ex. event sponsors, intern 
sponsors) and in-kind sponsors 

Events: 

 Collaborate with the Executive Director and program staff on setting out event topics and goals for 
educational events 

 Manage the efficient and detailed execution of all events by the Events Coordinator and the Events Team 

 Oversee and manage the Events Team’s planning and execution of the annual Evening of Recognition 

 Guide the Events Team in the development and management of resources to support programs in the 
creation of their independent events to ensure they are executed to the standard expected by SWR. 

Operations: 

 Manage SWR’s relationship with our landlord, addressing leases, space use concerns and annual invoicing 

 Ensure that all evolvGREEN space maintenance needs are met (ex. procurement of supplies, front desk 
staffing, etc.) with support of appropriate team members  

Other: 

 Participate in monthly FAM meetings 

 Collaborate with Functional Area Managers across responsibility areas on goal setting and tracking  

 Other tasks as assigned 

As a strong candidate for this role, you have the following skills, attributes, and experience: 

 University Degree in Business or relevant field of study. 

 Passion for environmental issues, community-based leadership, and Waterloo Region. 

 Strong sense of initiative with a proven ability to identify tasks that need to be actioned and willingness to 
address them. 

 Ability to switch between multiple tasks and mindsets within short periods of time. 

 Helping mentality, focused on ensuring others have the resources and support that they need to achieve 
the organization's goals 

 Outstanding organizational skills with a strong attention to detail. 

 Experience planning events. 

 Advanced comfort level with Microsoft Excel and working with numbers. 

 Familiarity with basic accounting principles, HR principles and basic PC troubleshooting. 

 Experience managing both staff and volunteers with an ability to engage teams across an organization. 

 Experience managing an office environment or similar transferable experience with experience managing 
and respecting confidential information. 

 Frequent availability outside 9-5pm standard business hours for events and volunteer meetings. 

 A clear police record. The successful candidate will be required to submit a records check. 

 Experience with QuickBooks, PayWorks, MailChimp, Gsuite, an asset. 

 CHRP or CPA designation, an asset. 

Employment Details: This is a 12-16 month contract position covering a maternity leave; target start date is 
negotiable though not later than May 27, 2019 



 
420 Wes Graham Way, Suite 102| Waterloo, Ontario N2L OJ6 | 519.603.2223 
info@sustainablewr.ca   |   www.sustainablewaterlooregion.ca 
 

Compensation: $47,000 annually 

Benefits: Team members can access a discounted bus pass and a benefits package is available for this role 
following three months of employment. 

To apply please: 

 Submit your cover letter and resume to Yvonne (recruitment@sustainablewr.ca), with your name and the 
position title clearly marked in the subject line 
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