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Job Posting
Title: 

Director of Operations (Base Supply Centers)
Location: 

Lakewood, Washington

Dept.: 

Employee Community Services  
Reports to: 
Sr. Vice President of Retail (BSC’s)
Hours: 

Full-time/Salaried

Salary:

D.O.E.
Job Number:
B050616.1 

The Lighthouse is a mission-driven, private, not-for-profit social enterprise providing employment, support, and training opportunities for people who are blind, DeafBlind, and blind with other disabilities.
We are a successful manufacturing organization with over 60 years of experience in precision machining as well as being a professional service provider and federal contractor.  We produce an array of machined parts and plastic injection molding for various aerospace manufacturers, as well as a host of office products and hydration equipment.  The Lighthouse also offers a variety of services to our commercial, federal, and military customers. These include Contract Management Support (CMS) services for government contracting offices and a Contact Center which places and receives inbound and outbound calls.  We also own and operate stores on military bases along the West Coast.

If you are interested in being a part of a dynamic and engaged social enterprise that values: Accessibility, Accountability, Communication, Community, Confidentiality, Respect, Safety, Teamwork, Training, and Upward Mobility, you are encouraged to apply for the below position.
Summary:

The successful Director of Operations (BSC’s) will be responsible for Performance, Relationships and Bottom Line Results at Base Supply Stores and Fulfilment Centers. Provides leadership and daily management to base supply center functions including planning, organizing, developing staff and related responsibilities.  Directly supervises store managers and may supervise other indirect professional staff in support of the BSC goals.  Oversees all the functions of store operations.  Assists the store manager to increase store profits, provide superior customer service while maintaining effective employee management.

This position has a high level of responsibility and accountability, wherein the incumbent is required to oversee and maintain smooth functioning Base Supply Centers.  There are currently 7-9 locations in WA, CA & NV.  An aspirant for this position is required to look into all administrative, management and organizational functions and effectively uphold all standard operation procedures.  Each BSC location is similar to a small business with every detail considered and managed.  Fill-in for absences or high demand periods.
Essential Job Functions:
Leadership

· The principle responsibility of this position is overseeing the management of The Lighthouse for the Blind’s BSC locations and assigned future locations.

· Coaching, training and directing managers for continuous improvement.

· Manage double bottom line (mission and profit).

· Assure consistent procedures and policies are followed at all locations.

· Build and manage relationships with customers.  Assist managers in developing key relations with all major units, contracting, and other important officials. 

· Participate with long-range planning, forecasts, headcount planning and budgets.

Recruitment, Training, and Development Duties

· Hiring the right employee is key.  Supervise the hiring of all store positions. Once candidates are selected, then help evaluate the employee’s skill and to determine appropriate training and development.  Training and development is essential for all employees to increase their value to the company and the customer.  All employees should have a minimal development plan for their 1st 90 days and then thereafter.  

· Assure training records are maintained.

Departmental Objectives

· Employee motivation is a significant factor that contributes to good morale and focus.  The store managers are responsible for providing employees with periodic performance appraisals and review of team and individual goals. Store managers will get your approval for pay increases.  Provide formal and informal direction to store managers on a regular basis.

· Audit reports and quality indicators to assure store operations are serving customers as expected.  Monitor “Open Pick Report” to identify problems.

· Communicate objectives and results monthly.

· Build a strong relationship with key departments (Accounting, HR, IT)

· Purchasing is key. Close relationship is required with influence to meet sales objectives.

· Key point person in new BSC acquisition and set-up.

Fiscal Responsibilities

· Assure sales and revenue generation meets or exceeds projections.  Assure product quality and standards of the stores.  Introduces new lines, AbilityOne items, vendor relations, etc. 

· Achieves financial objectives by preparing budgets; scheduling expenditures; analyzing variances; initiating corrective actions. Adjusts hours, schedules based on sales/revenue.

· Inventory Management to include regular cycle counting.  Identification of errors to improve ability to “mistake-proof” transactions causing errors.

· Plan, recommend Capital Improvements needed.

· Merchandising activities are planned to increase sales; determine sales promotion; authorizes clearance sales; studying seasonal trends to not miss opportunities.

· Markets merchandise by studying advertising, sales promotion, and display plans; analyzing operating and financial statements for profitability ratios.

· Responsible to protect employees and customers by providing a safe and clean store environment.

· Maintains the stability and reputation of the store by complying with legal requirements.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

Minimum Skill and Qualification Requirements:
Communication Skills

· Must assure employees are representing and communicating correct messaging to maintain our image and face we present to our customer as well as other employees, guests, vendors, VIP’s, and POC’s

· Should be able to communicate in a pleasant, polite, and professional manner with both customers and employees.  The manager deals with many different types of people and they must have the judgment and skills to use effective tactics for each situation.

· Must be able to communicate 1:1, group presentations, chair meetings, and effectively communicate via email or similar written correspondence in a professional, clear manner.

Training and Delegation Authority

· Constant training and development of employees is crucial.  Product information and customer interactions should be emphasized.  Assigning additional responsibility to selected employees can prepare employees for promotions and growth.

· Maintain Professionalism.

· A role model to others and should be an outstanding champion for our company’s mission and reputation.

· Communicate the value we offer our customers with employees.

· Be a guide to your employees

· Each employee deserves motivation which could come from appreciation, appraisals, promotions or even a small “pat on the back”.  They should know that you want them to excel.

· Current with latest trends, products, etc

· Excellent communication

· Excellent analytical, common sense and sound decision making

· Ability to effectively lead a team and keep them motivated

· Ability to network with customers, suppliers and co-workers

· Strong administrative and managerial skills and abilities.

· Customer Focus, Tracking Budget Expenses, Pricing, Vendor Relationships, Market Knowledge, Staffing, Results Driven, Strategic Planning, Management Proficiency, Client Relationships, Verbal Communication

Though you may meet the requirements for work eligibility in the United States, this position requires that you meet special government/military compliance regulations (ITAR-International Traffic in Arms Regulations). This means you must be able to provide legal documentation as a U.S. citizen, U.S. permanent resident alien, or other ITAR compliant status.

Equal Opportunity Employer, Male / Female / Persons with Disabilities / VEVRAA

FEDERAL CONTRACTOR

Please send resume to:

Kevin Daniel, Sr. Director of Strategic Recruiting

The Lighthouse for the Blind, Inc.

2501 S. Plum Street 

Seattle, Washington 98144

Fax number:
206.436.2244

Telephone:
206.973.4060

E-Mail:  
jobs@seattlelh.org 

