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Job Description 

JobPath – Arizona Career Pathways Program

 Director of Phoenix Operations

The Director of Phoenix Operations is responsible for the overall direction of the organization and for developing and implementing organizational goals, operating plans, policies, and short and long-range objectives in the Metro Phoenix region.  She or he manages organizational operations by directing and coordinating activities consistent with the JobPath strategic plan.  She or he manages and supervises staff and works closely with the Executive Director, JobPath Senior staff, Advisory Board and Board of Directors.  In addition, he or she ensures that internal operations and external activities comply with applicable laws and regulations. The Director of Phoenix Operations:

· Works with the Executive Director, Board of Directors, Advisory Board and JobPath Senior Staff to develop and implement strategic and operational plans in the Metro Phoenix Area.

· Coordinates and maintains relationships with VIP member institutions.  

· Develops and has responsibility for the success of new programs and strategies for the organization.

· Oversees and contributes to general business planning regarding technology systems and anticipates organizational modifications required to maintain organizational operations.  

· Works with the Executive Director, Board of Directors, and Senior Staff to promote the organization’s workforce development concept with prospective funding sources, external organizations, and government representatives at the federal, state, and local levels.

· Maintains and expands the active participation of the Metro Phoenix region business community in support of workforce development through employer partnerships with JobPath.

· Develops and expands the local network of quality education, job training, and human service agencies supporting participants.

· Develops and obtains agreements from the partnering organizations, and reports metrics to provide stewardship for compliance with grants and the progress / success of the program. Submits all documentation/reports/paperwork by assigned due dates.
· Participates in the recruiting, screening and hiring of staff. 

· Manages and supervises program and operation staff.

· Chairs Participants Evaluation Teams and approves enrollment.
· Performs all hands-on program activities required of a career counselor during start up activities.

· Performs other duties as assigned by the Executive Director.

· Meets performance goals and demonstrates behaviors of the organization’s core values and operating agreements.
Minimum Qualifications

Bachelors degree required.  Masters or equivalent preferred. Five (5) years experience in management, program operations, program administration or education and training preferred.  Five (5) years supervisory experience preferred.  Five (5) years experience in financial management, operations preferred.  Intermediate experience in Microsoft Office Suite, Windows applications preferred.  Strong written and oral communication skills required.  Some evenings and weekends required.  Bilingual skills in English and Spanish helpful.  

Please send resume and references to Hermi Cubillos, Executive Director of JobPath: 

hcubillos@jobpath.net   (  655 N. Alvernon Way, Suite 205  (  Tucson, AZ 85711 

JobPath, Inc. is an equal opportunity employer and follows personnel procedures that will ensure equal opportunity for all people without regard to ethnicity, race, religious beliefs, gender, sexual orientation, economic circumstances, marital status, age or physical challenges.  
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