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Job title: Manager of Operations, In-person 
Reports to: President, Fab Youth Philly 
Posted: September 20, 2021 
Salary: $52,000 
Position type: Full time, in-person, requiring a minimum of 35 hours per week.  
 

 
All employees will be required to be show proof of being fully vaccinated against 
Covid-19 within 45 days of their start date.  
 

 
 
About us: Fab Youth Philly supports youth-serving organizations through a variety of consulting 
services, connects youth development professionals to training and networking and innovates 
original programming for children & teens. 
 
We are an organization that is working to apply a trauma informed lens to all the work we do, 
and we are working to dismantle, and to avoid perpetrating white-supremacist culture. We are 
welcoming to people who are formerly incarcerated.  
 
All three of these clearances are required: Criminal background, Child Abuse, FBI Fingerprints 
(if they have been completed between August 1, 2016, and August 1, 2021, we can accept 
them.) 
 
Everyone at Fab Youth Philly regardless of position is expected to  

• uphold Fab Youth Philly core values; and 
• promote an inclusive, welcoming, and respectful environment; and 
• Fab Youth Philly is a learning organization and employees should be willing to learn 

through self-reflection and, at times, coaching. 
 
Position Summary: 
Fab Youth Philly is seeking to hire an exceptional Manager of Operations. The Manager of 
Operations will be responsible for overseeing the successful operations of the Fab Youth Philly 
organization. This includes ensuring that the organization has policies and procedures in place 
that keep the organization legally compliant, that we have strong Human Resource procedures,   
and working closely with the President of Fab Youth Philly to expand and sustain the 
organization.  
 
Essential Duties include but are not limited to: 
Operations (30%) 

• Improving operational management systems, processes, and best practices 
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• Helping the organization’s processes remain legally compliant 
• Develop, implement, and review operational policies and procedures 
• Developing and documenting standard operating procedures 
• Contribute to long-term planning to create initiatives that further the company’s overall 

goals 
 
Human Resources (30%) 

• Manage the on-boarding process of new employees, including scheduling of interviews 
and managing paperwork for approximately 10 new adult staff and up to 50 teen 
employees annually 

• Over-see payroll in collaboration with FYP Bookkeeper 
• Support the collection of timesheets; work with bookkeeper and supervisors to ensure 

timely submission of timesheets 
• Support volunteer engagement 
• Manage all required clearances 

 
Resourcing: (15%) 

• Ordering, tracking, maintaining office and program supplies and equipment. 
• Developing an organization-wide inventory and supply requisition process 
• Research efficient solutions and creative opportunities to replace and/or improve 

current systems 
o Printing and mailing systems 
o Rental properties, space provided by funders, community spaces 
o Purchasing equipment/vehicles and/or developing partnerships to provide 

transportation of supplies/employees 

Administrative (10%) 
• Order & track supplies 
• Scanning, copying, etc. 
• Event planning, set up, clean up. 

 
Social Media (10%) 

• Develop with the President a rubric for social media posts that reflect the organization’s 
values, brand, brand colors, etc.  

• Manage the Fab Things Happen in Philly social media account, creating goals, strategy 
& timeline for posting 

• Contribute to content development for all of FYP social media accounts  
 
Supervision (5%)* 

• Supervisor undergraduate and/or graduate interns 
• Complete performance appraisals  
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*this may increase during the summer months  

 
Skills & Attributes: 

• Exceptional organizational skills 
• Effective & professional verbal and 

written communication 
• Reliable 
• Can work independently and on a 

team 
• 3-5 years’ experience working 

directly with Senior Leadership  

• Comfortable using platforms like 
Teams, Microsoft Office, Google & 
Dropbox, Canva, Evite 

• Ability to address problems and 
opportunities for the company 

• Ability to build alliances and 
partnerships with other 
organizations. 

 

HOW TO APPLY 

1. Review www.fabyouthphilly.com so you fully understand who we are as an organization. 
2. Email a resume and a cover letter or a note by October 15, 2021, explaining why you are 

qualified for and interested in this position to: Info@fabyouthphilly.com 
3. Up-to-date clearances required (by the start of employment): Criminal background, Child 

Abuse, FBI Fingerprints. 
 

We will not be able to interview people who do not follow these instructions. 

Fab Youth Philly provides equal employment opportunities (EEO) to all employees and applicants for 
employment without regard to race, color, religion, sex, national origin, age, disability or genetics. In 
addition to federal law requirements, Fab Youth Philly complies with applicable state and local laws 
governing nondiscrimination in employment in every location in which the company has facilities. This 
policy applies to all terms and conditions of employment, including recruiting, hiring, placement, 
promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training. 

Fab Youth Philly expressly prohibits any form of workplace harassment based on race, color, religion, 
gender, sexual orientation, gender identity or expression, national origin, age, genetic information, 
disability, or veteran status. Improper interference with the ability Fab Youth Philly’s employees to 
perform their job duties may result in discipline up to and including discharge. 


