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JOB TITLE : Director of Administration and Operations		REVISED: November, 2026

JOB DESCRIPTION
Job Title: Director of Administration and Operations
Reports to:  President / CEO
Location:  Spartanburg, SC
FLSA Classification: Exempt
POSITION SUMMARY
The Director of Administration and Operations is a multifaceted position requiring the ability to perform and manage various tasks across administration, human resources, and operational support. The Director is responsible for day-to-day assistance to the President/CEO, supporting all Chief Officers when requested, and working as needed by the Board Chair or Executive Board. The Director also serves as the internal HR resource and oversees the outsourced maintenance of the physical plant.  
ADMINISTRATIVE POSITION RESPONSIBILITIES: Essential duties and tasks include:
· Assist the President/CEO and Chief Officers with schedules, correspondence, and other administrative duties when requested.
· Assist the President/CEO and Chief Officers with the preparation and execution of organizational meetings, programs, and events, including presentations, materials, agendas, meals, travel and speakers.
· Responsible for the coordination and correspondence for all Executive Board, Board of Advisors and Past Chair functions and meetings, including board reports, minutes, and general information.
· Serve as Secretary to the Executive Board, maintain records and files for audit purposes, and ensure accurate Executive Board information on website and database.
· Additional duties as assigned
HUMAN RESOURCES POSITION RESPONSIBILITIES: Essential duties and tasks include:
· Manage the outsourced human resources contract to maintain regulatory compliance and enhance employee satisfaction.
· Maintain internal processes for onboarding and offboarding team members.
· Maintain and update all internal policies and procedures.
· Keep all personnel records in accordance with internal and external requirements.
· Initiate cultural and retention programs to enhance staff morale.
· In day-to-day interactions with staff, partners and members of the community, always exemplify the organization’s core values.
OPERATIONS POSITION RESPONSIBILITIES: Essential duties and tasks include:
· Manage and provide back-up coverage to the front desk, including lunch break coverage.
· Oversee the maintenance of the physical plant by engaging outside vendors as needed.
· Work with the CFO on IT-related needs.
ESSENTIAL SKILLS & EXPERIENCE: Minimum requirements to perform this role include 
· Administrative experience with regular interaction with community leaders, elected officials, and VIP visitors (preference is for 3+ years).
· Excellent communication skills (written, verbal and presentation).
· Proven track record of exceptional customer service.
· Ability to multi-task while demonstrating attention to detail using good organizational skills with the ability to prioritize tasks. A high degree of flexibility is essential.  
· Ability to work both independently and on diverse and dynamic teams.
· Proficient in Microsoft Office (Word, Excel, PowerPoint, Outlook).
· Ability to work limited nights and weekends to accommodate after hours meetings and events.
BENEFICIAL SKILLS & EXPERIENCE: Ideal candidate will have these skills, education, and experience:
· Five (5) years of exemplary administrative experience.
· An Associate degree or related certification.
· Previous experience working with volunteer boards or non-profits.
· Previous experience with a chamber of commerce, economic development organization, or convention & visitors bureau in a staff or volunteer capacity.
· Experience with any membership database software.



MENTAL & PHYSICAL DEMANDS (per ADA guidelines):
	Mental & Physical Demands- ADA Guidelines

	Physical Demands
	C
	F
	O
	N/A
	Lifting Requirements
	C
	F
	O
	N/A

	Stand
	
	
	X
	
	10 pounds or less
	
	
	X
	

	Walk
	
	
	X
	
	11 to 20 pounds
	
	
	X
	

	Sit
	X
	
	
	
	21 to 50 pounds
	
	
	
	X

	Handling / Fingering
	X
	
	
	
	51 to 100 pounds
	
	
	
	X

	Reach Outward
	
	
	
	X
	> than 100 pounds
	
	
	
	X

	Reach Above Shoulder
	
	
	
	X
	Pushing & Pulling Requirements
	C
	F
	O
	N/A

	Climb
	
	
	
	X
	12 pounds or less
	
	
	X
	

	Crawl
	
	
	
	X
	13 to 25 pounds
	
	
	
	X

	Squat or Kneel
	
	
	
	X
	26 to 40 pounds
	
	
	
	X

	Bend
	
	
	
	X
	41 to 100 pounds
	
	
	
	X

	Other:
	
	
	
	
	> than 100 pounds
	
	
	
	X

	Definitions

	C
	Constantly
	Occupation requires this activity more than 66% of the time (5.5+ hrs/day)

	F
	Frequently
	Occupation requires this activity from 33% - 66% of the time (2.5 - 5.5+ hrs/day)

	O
	Occasionally
	Occupation requires this activity up to 33% of the time (0 - 2.5+ hrs/day)

	N/A   
	Not Applicable
	Activity is not applicable to this occupation



The Company has reviewed this job description to ensure that essential functions and basic duties have been included. It is intended to provide guidelines for job expectations and the employee's ability to perform the position described. It is not intended to be construed as an exhaustive list of all functions, responsibilities, skills and abilities. Additional functions and requirements may be assigned by supervisors as deemed appropriate. This document does not represent an expressed or implied contract of employment nor does it alter your at-will employment, and the Company reserves the right to change this job description and/or assign tasks for the employee to perform, as the Company may deem appropriate.


Print Employee Name			Employee Signature			Date Signed

Print Manager/Supervisor Name	Manager/Supervisor Signature		Date Signed

THIS DOCUMENT DOES NOT CREATE AN EXPRESSED OR IMPLIED CONTRACT OF EMPLOYMENT OR ALTER YOUR AT-WILL EMPLOYMENT.
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