
 
Job Description:  South End Operations Manager 

 

Mission: Neighborhood Villages envisions a future in which all families have access to affordable, high quality child care; in 
service of this vision we advocate for child care policy change and pilot strategic interventions that promote policy reform and 
lay the foundation for its implementation. 
 

What We Do: We work with community providers to develop programs that inform early education and care systems reform 
and ensure success. In partnership with early learning and child care centers, community health centers, and community-based 
organizations, Neighborhood Villages is designing and piloting programs intended to inform both policy reform and its 
implementation. Our core intervention areas include: 

● Providing Operations Support to Promote Excellence in Early Learning Programming 
● Stabilizing the Early Education Workforce Through Teacher Training and Fellowship Programs 
● Transforming Child Care and Early Learning Centers into Neighborhood Resource Hubs 

 

Job Description- The Operations Manager will work onsite at our partner Early Learning Center in the South End in Boston, MA.  
Their role is to support school  operations, enabling the Director and Teachers to focus their time on instructional excellence and 
school climate, and to manage site operations for all partner programs and events in the building.  

Principle Duties and Responsibilities: 

● Work with the Family Support Navigator to ensure that the site serves as a hub of resources, supports, and 
programming for families with young children in and around the South End and Roxbury by strategically scheduling said 
supports and services to remove barriers to participation. Create and manage staff schedules, including substitutes for 
sick teachers, ensuring proper ratios at all times.  

● Manage Student Files 
● Manage the Rooms Use Chart and ensure that it is always up to date 
● Oversee set-up and break down for Ellis and partner events onsite.  
● Oversee supply protocols from ordering to storage to usage.  
● Work with a team to make slight site modifications to facilitate onsite coursework, counseling, and colocation.  
● Manage processes and protocols for laundry and toy sanitation. 
● Support the Food Service Program, serving as the point of contact for food ordering and kitchen staffing management.  
● Work in partnership with the Ellis to conduct environmental program quality rating assessments.  
● Be part of a collaborative team at Ellis to collect and monitor documentation towards quality rating measures.  
● Collaborate with other Neighborhood Villages Operations Managers to ensure consistency across sites and innovate 

around network-level solutions to Early Learning Center operations challenges and collaborate on how to use 
operations to remove barriers to health, wellness, financial security, and joyful parenting.  

● Serve on a team collecting and processing data to assess program quality and the efficacy of Neighborhood Villages 
interventions.  

● Develop trusting relationships with staff and families of Ellis.  
● Work with Center Director to schedule and execute Family Engagement and Participation Events.  
● Other such duties as the Chief Operating Officer or Center Director may from time to time request commensurate 

with the Employee’s position.   
Qualifications: 

● Exceptional ability to manage time and handle multiple tasks and priorities 
● Demonstrated ability to stay calm in stressful situations 
● Demonstrated ability to connect people and foster community 
● Attention to detail  
● Excellent computer skills 
● The ability to adapt  
● Excellent communication and interpersonal skills 
● Strong ability to work in a collaborative environment 

 

Compensation and Benefits:Neighborhood Villages is committed to providing competitive compensation and benefits 
commensurate with the professional qualifications and responsibilities of its staff. 
 

Neighborhood Villages does not discriminate on the basis of race, color, religion, gender, gender expression, age, national origin, disability, 
marital status, sexual orientation, homelessness, or military status.  We celebrate diversity and are committed to creating an inclusive 

environment for all team members. 


