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	Job Title:
	Chief Operating Officer

	Reports To:
	Chief Executive Officer
	Supervises:
	 Program Directors, other staff as assigned. 



Job Purpose: 
To oversee and manage the operational functions of Leadership Greater Huntsville (LGH), ensuring effective processes, human resources systems, and organizational infrastructure in alignment with the mission. The COO serves as a strategic partner and key advisor to the CEO, strengthening internal operations, ensuring compliance, and driving performance systems that support long-term organizational effectiveness and growth. The COO also serves as acting Program Director when needed and assumes executive leadership responsibilities in the absence of the CEO.

Essential Duties and Responsibilities:
Operational Leadership and Organizational Effectiveness
· Oversee the day-to-day business operations of LGH, ensuring internal systems, processes, and workflows operate efficiently and align with organizational goals.
· Develops and implements standardized operational policies, procedures, and best practices to enhance accountability, consistency, and efficiency across all departments.
· Establishes organizational priorities and performance measures; creates and monitors key performance indicators (KPIs) for each department to track success toward goals; provides regular updates to the CEO and Board.
· Identifies opportunities for process improvement and innovation to strengthen LGH’s infrastructure and ensure long-term operational sustainability.
· Oversees technology, customer relationship management (CRM), and internal systems to ensure data accuracy, accessibility, and alignment with operational needs. 
Human Capital and HR Administration
· Leads human resources functions including employee onboarding, compliance, performance evaluations, and professional development. 
· Ensures compliance with employment laws, nonprofit workplace policies, and HR best practices. 
· Develop systems for staff evaluation and continuous improvement, aligning performance management with organizational goals.
· Promotes a collaborative, inclusive, and high-performing organizational culture consistent with LGH’s mission and values.
Program and Operational Support
· Provides operational support for all LGH programs, ensuring consistent processes and resources are in place for program delivery.
· Collaborates with Program Directors to monitor program effectiveness, budget alignment, and participant satisfaction.
· Supports the standardization of program management processes, documentation, and reporting to ensure alignment across all LGH programs.
CEO Support and Leadership Backup
· Serves as the acting organizational leader in the CEO’s absence, ensuring seamless continuity of operations, staff leadership, and stakeholder communication.
· Assists the CEO in implementing strategic priorities and organizational initiatives, providing operational insight and support for decision-making.
· Represents the organization in community, stakeholder, or media engagements as delegated by the CEO. 


Board and Stakeholder Engagement
· Provides operational reports, updates, and recommendations to the CEO  and Board of Directors to inform governance and decision-making.
· Builds and maintains strong relationships with community partners, vendors, and stakeholders to advance LGH’s mission and operational goals.
· Ensures all operations and vendor relationships uphold LGH’s mission, ethical standards, and core values of integrity, respect, and collaboration.
· Assists CEO in acquiring regional investors to further the organizational mission.

Qualifications (minimum education, licensure, experience, and/or skills): 
· Required:
· Bachelor’s degree from an accredited institution in business administration, organizational leadership, human resources, or a related field
· Minimum of seven (7) years of leadership experience in operations, human resources, or nonprofit management
· Demonstrated success in managing organizational operations, including policy development, process improvement, and performance measurement
· Experience in supervising staff, conducting performance evaluations, and fostering a collaborative, inclusive workplace culture
· Proven ability to develop and track key performance indicators (KPIs) and use data-driven tools for decision-making
· Strong knowledge of HR compliance requirements, employment law, and best practices in nonprofit administration
· Strong written, verbal, and interpersonal communication skills with the ability to collaborate effectively with diverse stakeholders
· Required graduate of at least one (1) LGH program 
· Preferred:
· Master’s degree from an accredited institution in organizational leadership, business administration, public administration, nonprofit management, or a related field
· Previous experience working in a nonprofit or mission-driven organization, particularly with civic leadership or leadership development programs
· Familiarity with CRM systems (e.g., GrowthZone or comparable platforms) and operational and organizational technologies
Work Environment and Requirements:
· Hybrid work environment offers a blend of in-office and work-from-home flexibility determined by position responsibilities and project needs.
· Occasional evening and weekend commitments are required to support program facilitation, events, and community outreach.
· Employees are expected to maintain a 40-hour work week, with flexibility to meet the needs of LGH programs and community.
· Reasonable accommodations may be made to enable individuals with disabilities to perform essential duties.

Note: This job description is intended to outline the general nature and key responsibilities of the role. It is not intended to be an exhaustive list of all duties, responsibilities, or qualifications associated with the position. The COO  may be asked to perform other duties as needed to support the mission and operational needs of Leadership Greater Huntsville.
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Reports To :  Chief Executive Offic er  Supervises:    Program Directors , other staff as  assigned.   

  Job  Purpose:    To oversee and manage the operational functions of Leadership Greater Huntsville (LGH), ensuring effective processes,  human resources systems, and organizational infrastructure in alignment with the mission. The  COO   serves   as a strategic  partner and key advisor to the CEO, strengthening internal operations, ensuring compliance, and driving performance  systems that support long - term organizational effectiveness and growth .  The  CO O   also serves as acting Program Director  when needed and assumes executive leadership responsibilities in the absence of the CE O.     Essential Duties and Responsibilities:   Operational Leadership and Organizational Effectiveness      Oversee   the day - to - day business operations of LGH, ensuring internal systems, processes, and workflows operate  efficiently and align with organizational goals.      Develops and implements standardized operational policies, procedures, and best practices to enhance  accountability, consistency, and efficiency across all departments.      Establishes organizational priorities and performance measures; creates and monitors key performance  indicators (KPIs) for each department to track  success   toward goals; provides regular updates to the CEO and  Board.      Identifies opportunities for process improvement and innovation to strengthen LGH’s infrastructure and ensure  long - term operational sustainability.      Oversees technology, customer relationship management (CRM), and internal systems to ensure data accuracy,  accessibility, and alignment with operational needs.    Human Capital and HR Administration      Leads human resources functions including employee onboarding, compliance, performance evaluations, and  professional development.       Ensures compliance with employment laws, nonprofit workplace policies, and HR best practices.       Develop   systems for staff evaluation and continuous improvement, aligning performance management with  organizational goals.      Promotes a collaborative, inclusive, and high - performing organizational culture consistent with LGH’s mission  and values.   Program and Operational Support      Provides operational support for all LGH programs, ensuring consistent processes and resources are in place for  program delivery.      Collaborates with Program Directors to monitor program effectiveness, budget alignment, and participant  satisfaction.      Supports the standardization of program management processes, documentation, and reporting to ensure  alignment across all LGH programs.   CEO Support and Leadership Backup      Serves as the acting organizational leader in the CEO’s absence, ensuring seamless continuity of operations, staff  leadership, and stakeholder communication.      Assists the CEO in implementing strategic priorities and organizational initiatives, providing operational insight  and support for decision - making.      Represents the organization in community , stakeholder, or media engagements   as   delegated by the CEO .       

