
 
 

Red Fox Healthy Living Society is a registered charity that  transforms the lives of youth with barriers 
through the power of recreation and mentorship. We empower youth to  become healthy role models 
and lead successful lives.  We train youth to deliver recreation, cultural, environmental and food security 
programs and special events to children and families throughout Metro Vancouver. The foundation of 
our success is our leadership continuum, where youth can go from participant to junior leader to youth 
leader and then staff members in Red Fox and beyond.  www.redfoxsociety.org  

Job Title: Operations Manager – Full-time 

Purpose: To be responsible for the finances, data management, and operations which sustain the 
smooth operations of Red Fox Healthy Living Society. The Operations Manager is specifically responsible 
for managing daily finances, and overseeing data management and  administrative functions of the 
organization.  

Responsibilities 

Financial Coordination: 

 Manage all aspects of Red Fox’s finances, including  Accounts Payable, Accounts Receivable and  
banking 

 Prepare budgets and reports for partnership and grant proposals and agreements   
 Liaise with Red Fox’s bookkeeper and  track expenses against approved budgets and funding 

agreements 
 Train and coach Red Fox staff and contractors to comply with  financial processes including 

timesheets and petty cash forms  
 Support the ED with the  Red Fox fundraising plan and manage the CRM  
 Prepare all supporting information for the annual audit and liaise with the auditor 
 Identify and implement operational and cost efficiencies to ensure a sustainable future for Red 

Fox’s goals, plans and priorities 
 Perform other related duties as required 

Data Management : 

 Oversee and supervise the data management necessary for effective operations 
 Develop record keeping systems and produce reports as required  
 Train and coach Red Fox emerging leaders to learn and use various data management tools  
 Perform other related duties as required 

 



 
 

Administrative Support:  

 Oversee and supervise the administrative function of the organization, including internal and 
external communications 

 Provide logistical support for meetings including minute taking and staff and room bookings 
 Oversee office management, supplier contracts and other financial commitments   
 Coordinate human resources administration including employee insurance and benefits plans, 

ROEs, etc.  

Qualifications 

Education and Experience 

 Post-secondary diploma or degree paired with real world experiences in a relevant field (eg. 
Finance, business, operations) 

 Demonstrated administrative and operations experience 
 Experience working within the non-profit sector desirable, especially within Indigenous, new 

immigrant and youth organizations 

Technical Competencies 

 Excellent computer skills, including proficiency in Microsoft Office suite, database management 
software, spreadsheets, internet and email applications 

 Knowledge of administrative and office procedures 
 Basic financial management skills 
 Strong written and verbal communication skills 
 Proven track record managing multiple deadlines   

Core Competencies 

 Demonstrated ability to work in teams as well as independently 
 Results focused 
 Able to organize, multi-task, problem-solve and remain flexible within a fast-paced and changing 

environment 
 Detail oriented  
 Compassion and understanding  towards individuals who have  a range of strengths and barriers 

Accountability The Operations Manager is directly accountable to the Executive Director 

Salary  $26 - $30 per hour based on knowledge and experience  



 
Diversity  Red Fox is committed to employment equity and encourages applications from under-
represented groups.  

Accessibility  The Red Fox office is wheelchair accessible and has gender neutral washrooms 

Start date  September 15, 2019. Interviews will be held as resumes are received.  

How to apply  Send a cover letter and resume in one document to redfox@redfoxsociety.org.   

While we thank all candidates for their interest, only those selected for an interview will be contacted.  


