Volunteer Posting | Operations Manager, Leadership Team

Q) pflag

Position Title: Operations Manager, Leadership Team
Position Type: Volunteer from 6 Hours to 8 Hours Per Week
Reporting To: pflag Peel Chapter Director

Location: Virtual (Zoom) and In-Person Across Peel Region

About pflag Canada | Peel Region Chapter

pflag Canada is a national charitable organization—with at least fifty chapters—founded by parents who
needed help learning how to accept and support their 2SLGBTQ+ children. We are dedicated to support-
ing, educating, and advocating for 2SLGBTQ+ individuals and those who love them!

Our Chapters are operated by groups of dedicated volunteers, and we’re open to everybody from the
2SLGBTQ+ Community, including people of all sexual orientations, sexual identities, gender identities and
expressions, families, friends, and allies! We’re also proud to offer peer-to-peer support, education,
resources, and events.

Position Summary: Operations Manager

As an Operations Manager, you're part of the Leadership Team! In this role, you'll be working closely in
supporting the Chapter Director with overall chapter governance, operations, and administration of
services. You'll also be representing pflag Peel Region by attending internal chapter events and external
partnership events.

Additionally, the Operations Manager will support Volunteer Staff. This includes—but is not limited to—
liaising internal communications, performing outreach, identifying system challenges, ensuring deadlines
are met, managing the internal volunteer staff resource directory, event planning and coordination, and
tracking distributable inventory.

This role provides an incredible leadership opportunity that allows the successful candidate to exercise
numerous aspects of nonprofit leadership alongside the Chapter Director; while driving trust, meaningful
communications, and collaboration across internal teams. This is also an excellent opportunity to explore
your talents interdisciplinarily within the Chapter!

Duties and Responsibilities

The duties and responsibilities of the Operations Manager are listed below...

e Advise strategic planning in an interdisciplinary capacity, including aspects like—but aren’t limited
to—fundraising and resource development, stakeholder and partnership and community engage-
ment, volunteer management and talent acquisition, program and service management, and
financial management and investments.

e Assist in the development, implementation, and compliance of policies regarding volunteer man-
agement, and internally-based and externally-based accessibility plans.

Aid in the interpretation of financial expenditures, revenue, and investments.
Advise in departmental (annual) plans and objectives, including key performance indicators,
S.M.A.R.T. Objectives, and other short- and long-term planning.
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Ensure the successful completion of time-sensitive deliverables, including departmental audits
and related evaluations.

Support talent acquisition and retention, including—but not limited to—recruitment, onboarding,
managing the internal resource directory, and offboarding.

Track distributable inventory by noting available amounts and communicating order-based needs
as required.

Assist in internal and external event planning, coordination, visitations, and setup and takedown;
attend internally-planned and externally-based outreach events.

Liaising internal communications between reports and Chapter Director in a respectful, compass-
ionate, communicative, and professional manner.

Identify and communicate internal systematic and operational inefficiencies and challenges to the
Chapter Director, and communicating potential streamlining strategies, relief, and/or solutions.
Attend and take succinct notes throughout internal Chapter and departmental meetings.

Maintain and respect the confidentiality and privacy of all internal and external parties to the
Chapter.

Any additional duties as voluntarily assigned and accepted.

Qualifications

The qualifications we’re searching for in an Operations Manager includes...

Academic qualifications—bachelor’s degree or certification—in nonprofit and voluntary sector
leadership and/or management preferred.

Minimum 1 year of demonstrated experience working frontline in the nonprofit sector.

Minimum 1 year of demonstrated experience working in a leadership role and capacity in the
nonprofit sector.

Minimum 2 years of experience working with vulnerable and intersectional 2SLGBTQ+ popula-
tions, including those identifying as gay, lesbian, transgender, bisexual, two-spirited, etcetera.
Excellent communication, listening, problem solving, and conflict resolution skills.

Navigate potentially difficult discussions without judgment or stigma.

A Vulnerable Sector Check.

Ability to handle confidential information with discretion and respect.

Able to work independently and collaboratively through productive communication.

Robust intrapersonal and interpersonal skills.

Highly resourceful and knowledgeable of Peel-based organizations, resources, programs, and
services provided for both service providers and service users.

A G2/G License is preferred.

Highly motivated and a self-starter with strong organizational skills and ability to prioritize multiple
tasks with quality attention to detail.

Excellent time and task management skills.

Must be able to remain in a stationary position for an extended period.

Able to lift/carry heavier objects (e.g. outreach equipment).

Basic understanding of Google Workspace, Zoom, and related digital and online communications
products.

pflag Peel Region Chapter is an equal opportunity organization, committed to ensuring the workplace is
free from discrimination and harassment. We welcome applications from people of all races, gender,
identities, gender expressions, sexual orientations and identities, religions, creed, and abilities.
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Please note that accommodations are available on request for candidates taking part in all aspects of the
selection process.

We thank all applicants for their interest in this position. We value the time and effort you have put into
applying. Please note that candidates not chosen for this position will be considered for other positions
that are available at pflag Peel Region Chapter. Only candidates selected for this position will be
contacted via email or phone call. No telephone inquiries, please.

To apply for this position, please complete this Volunteer Application Form:
https://forms.qgle/7gtAKHWaRwRhx5d98. This will require you to submit your resume. A cover letter is not
required.

For any and all questions or concerns, please don'’t hesitate to contact Chapter Director, Winson Wong, at
peelon@pflagcanada.ca. Thanks for your interest!
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