
 
 

Detroit Children’s Fund (DCF) believes that all children, no matter their circumstances, have the 
innate talent to learn, grow, and succeed in life. Detroit is undergoing an exciting renaissance, 
but our city’s turnaround will not be fully realized until all its children have access to an excellent 
school. For more information, visit www.detroitchildrensfund.org. 
 
The DCF is seeking a Manager of Operations who will work to ensure the organization builds its 
internal systems, processes, and learning agenda.  As DCF grows from a “start-up” to high-
functioning organization, the Manager of Operations will assist DCF to become a more productive 
and efficient operation. 
 
This role will work with DCF team members, grant partners, and consultants to streamline DCF 
operations and processes, grantmaking, budgeting, and other systems.  Success in this role 
requires a strong project management background and five (5) years of relevant experience in or 
with school administration.  Familiarity with typical school systems and processes is required.  
 
This role typically requires a bachelor's degree; however, a graduate degree is preferred.  
Exceptions to education attainment can be made for an individual with the right experiences, 
skills, and mindset.  The Manager of Operations will gain exposure to grant-making, networking 
opportunities, and learning opportunities and have an excellent view to build a more 
sophisticated understanding of Detroit’s education systems. 

 
CORE RESPONSIBILITIES 

Project Management  
• Develop procedures for collecting, storing, and reporting indicators and assessing and 

communicating overall impact. This includes: tracking the success of each school and grant 
partner (i.e. data collection, aggregation, partner dashboard, annual impact report) and 
drafting reports to be shared internally, with board members, and externally. 

• Develop and maintain the annual calendars for all programs and activities. 
• Lead the ongoing marketing/awareness campaign of DCF programs and impact including but 

not limited to posting on social media and coordinating and assisting in the production of the 
DCF’s quarterly partner newsletter. 

Program Support & Operations 
• Lead and manage planning, logistics, and provide administrative and operations support to 

ensure the successful execution of professional development sessions. 
• Maintain up-to-date and accurate data for professional development metrics and provide 

quarterly reporting. 

http://www.detroitchildrensfund.org/


• Manages all aspects of grant programs including grant application/proposal review and 
processing, drafting grant agreements, scheduling check-ins, progress reports, and step 
backs. 

• Support planning and facilitation of DCF events. 
• Manages program budgets and executes program related procurement. 

REQUIRED KNOWLEDGE, SKILLS, & ABILITIES 
• A strong commitment to equity and anti-racism including a strong belief in children of color 
• Bachelor’s degree required, Master’s degree preferred 
• Minimum of five (5) years of experience in school administration or related field 
• Familiarity with schools, preferably having worked in a school or school network, ideally in an 

operations-focused capacity 
• Experience with school budgets, demonstrated capacity to build and manage budgets effectively 
• Familiarity with school data, including the ability to distill complex data into important insights 
• Excellent writing and communication skills; evidence of having produced publications for diverse 

and large audiences  
• Grant program management and event coordination  
• Strong organizational skills and ability to coordinate various responsibilities and prioritize 

conflicting demands and deadlines   
• Skilled in Microsoft Word, Excel, Powerpoint and Project Management software  
• Good analytical, research and problem-solving skills   
• Ability to speak publicly confidently and capably  
• Eagerness to build and contribute to team camaraderie, a “culture keeper” 
• Ability to analyze program budgets and financial statements   
• Ability to synthesize large amounts of information and communicate with various audiences 
• Ability to manage time effectively 
• Flexibility, self-discipline and initiative 
• Maintaining enthusiasm and calm demeanor in stressful situations 
• Must possess high level of discretion and confidentially and ability to operate independently 
• Exceptional work ethic, dependable and self-starter who is able to anticipate next steps to 

successfully complete task 
• Attention to detail of projects and daily tasks 
• Ability to work under pressure and to meet deadlines 

 
This role is a full-time salaried position and reports to the Executive Director. The Detroit Children’s Fund offers 
competitive salaries and excellent benefits that include medical, dental, vision, 401k (with a match), life 
insurance, and disability coverage. If you are interested, please send a cover letter and resume to 
hr@detroitchildrensfund.org no later than Wednesday, March 10, 2021. No phone calls please. 

 
The Detroit Children’s Fund is an Equal Employment Opportunity Employer. 
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