
Title:    Exempt/Non-Exempt: Exempt 
Reports To:   Employment Type: Full Time 

Revised:   

Director of Business Operations 
Chief Executive Officer 
April 2021 
$41,000 to $45,000 DOE

Hours:  5 Days/Week 
Hiring Salary: 

Principal Function:  The Director of Business Operations serves as the organization’s Finance Director 
and Human Resources Director and is responsible for directing all financial and human resource functions 

of the zoo in support of the zoo’s mission and goals.  As a member of the senior leadership team, The 
Director of Business Operations will be involved in strategic planning, evaluation, and professional 

development initiatives, and is responsible for advising senior management on improving the overall 

efficiency and effectiveness of the organization.  The Director of Business Operations must believe in and 
support the Lake Superior Zoological Society’s mission and organizational culture and must be a valuable 

and contributing member of the zoo team. 

Principal Duties: 

1. Finance Director

Strategic 

• Work with the CEO on the strategic vision including fostering and cultivating stakeholder
relationships on city, state, and national levels, as well as assisting in the development and

negotiation of contracts.

• Participate in developing new business, specifically: assist the CEO in identifying new funding
opportunities, the drafting of prospective programmatic budgets, and determining cost

effectiveness of prospective service delivery.

• Assess the benefits of all prospective contracts and advise the senior management team on

programmatic design and implementation matters.

Compliance & Reporting 

• Develop and maintain systems of internal controls to safeguard financial assets of the
organization and oversee federal and state awards and programs.

• Oversee the coordination of annual independent auditor ensuring all audit issues are

resolved, and all compliance issues are met, and the preparation of the annual financial

statements is in accordance with U.S. GAAP and federal, state and other required
supplementary schedules and information.

• Ensure adequate controls are installed and that substantiating documentation is approved

and available such that all purchases may pass independent and governmental audits.

• Provide the direction and implementation of the annual operating budget. Work with the CEO
to ensure programmatic success through cost analysis support, and compliance with all

contractual and programmatic requirements. This includes: 1) interpreting legislative and
programmatic rules and regulations to ensure compliance with all federal, state, local and

contractual guidelines, 2) ensuring that all government regulations and requirements are

disseminated to appropriate personnel, and 3) monitoring compliance.

General 

• Oversee the management and coordination of all fiscal reporting activities for the
organization including: organizational revenue/expense and balance sheet reports, reports to

funding agencies, development and monitoring of organizational and contract/grant budgets.

• Oversee all purchasing and payroll activity for staff and participants.

• Coach leadership around financial practices, processes, and purposes.



• Attend Board and Subcommittee meetings; including being the lead staff on the 

Audit/Finance Committee. 

• Monitor banking activities of the organization. 

• Ensure adequate cash flow to meet the organization's needs. 

• Investigate cost-effective benefit plans and other fringe benefits which the organization may 
offer employees and potential employees with the goal of attracting and retaining qualified 

individuals. 

• Oversee the production of monthly reports including reconciliations, financial statements, and 
cash flow projections for use by executive management, as well as the Finance Committee 

and Board of Directors. 

• Assist in the design, implementation, and timely calculations of wage incentives, 
commissions, and salaries for the staff. 

• Oversee Accounts Payable and Accounts Receivable  

• Oversee business insurance plans and health care coverage analysis. 

• Oversee the maintenance of the inventory of all fixed assets, including assets purchased with 

government funds; assuring all are in accordance with federal regulations. 

• Direct all annual audit preparations, and assist independent auditors 

• Train finance personnel and other staff on raising awareness and knowledge of financial 
management matters. 

2. Director of Human resources 
 

HR Compliance 

• Ensure organization’s compliance with all Federal and State employment related laws and 

regulations. 

• Maintain and keeps current knowledge of industry trends and employment related legislation. 

• Responsible for monitoring and recommending new or revised policies and practices in all 
areas of human resource management. 

• Responsible for HR policy development and documentation. 

• Communicate changes in personnel policies and procedures and ensures proper compliance 

is followed. 
 

Staffing 

• Develop and facilitate the recruitment and hiring process. 

• Responsible for internal and external recruiting. 

• Collaborate with directors to develop and update job descriptions. 

• Responsible for defining position requirements and identifying sources of qualified applicants. 

• Participate in interviewing process as needed. 

• Administer a consistent and compliant background screening process. 

• Assist department managers in creating their departmental staffing plans. 
 

Compensation & Benefits 

• Make salary recommendations on new hires and internal pay changes. 

• Review benefit offerings and works with external partners to look for ways to control costs 

while offering valued benefits. 

• Administer benefit programs to include enrollment, changes, claims resolutions and invoice 
approvals.  Act as employee advocate with providers and resolve benefit related issues. 

• Communicate regularly with team members regarding their benefits. 

• Oversee bi-weekly payroll and serve as payroll manager, ensuring timely processing of initial 

new hire documents, benefit premium deductions and payroll adjustments. 
 

 

 



Employee Relations 

• Take an active role as liaison between management and staff. 

• Provide coaching and counseling to management and team members on HR related matters. 

• Conduct exit interviews; manages company’s corrective action program. 

• Advise on and participates in terminations. 

• Identify potential liabilities and work with staff, management, and legal counsel in resolving 
sensitive employee relations issues. 

• Perform internal HR investigations as necessary. 

 
Culture 

• Assist in the development of an employee-oriented company culture that emphasizes 

continuous improvement; employee retention and development; and high performance. 

• Participate in organizational development activities with management (succession planning, 
reorganization, etc.). 

 

3. Additional Responsibilities 
 

• Serve on the Senior Leadership Team, working with staff and board members to achieve the 

zoo’s mission. 

• Work with Worker’s Compensation carrier to report injuries and obtain medical assistance for 
injured workers; track data to look for trends and opportunities for improvement. 

• Oversee the organization’s records retention schedule and management, including electronic 

and hard copy records, storage and destruction.  Develop appropriate policies and 

procedures regarding records retention.  

• Supervise office support staff (Office Support Specialist). 
 

Qualifications: 
 

Education, Experience & License Requirements: 

• Bachelors Degree from an accredited college in business administration, human resources, 
accounting or finance and a minimum of 5 years financial management experience with at least 

three years in a managerial role.  Additional years of experience may be substituted for academic 

training.  

• Minimum of 2 years of supervisory experience. 

• Experience in non-profit accounting preferred. 

• SHRM or HRCI Certification preferred. 
 

 
Knowledge, Skills, and Abilities 

• Ability to work and communicate effectively at both the detailed and conceptual level 

• Ability to forge professional relationships that contribute to a positive working environment and 
facilitate individual and team performance 

• Strong aptitude to manage and prioritize multiple projects and effectively coordinate assignments 

across different departments 

• Self-motivated and able to anticipate organizational needs 

• Ability to handle confidential information in a professional and discrete manner 

• Ability to be efficient with strong attention to detail  

• Strong knowledge in Account Reconciliation, Accounts Payable, Accounts Receivable, Payroll 
Processes, computer-based accounting systems, etc. 

• Technical and comprehensive knowledge of all finance, financial planning, accounting and tax 

areas of a business including GAAP 

• Demonstrated knowledge of non-profit business administration and finance 

• Knowledge of Microsoft Excel, Word, Outlook and Power Point software 



• Excellent oral and written communication skills 

• Excellent customer service skills 

 
WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee encounters 
while performing the essential functions of this job.  Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions.   

 
While performing the duties of this job, the employee may be exposed to outdoor weather conditions and 

temperature fluctuations in the workspace.  The noise level in the work environment is usually low to 
moderate.  Employees may be asked to work in physically close quarters.  The noise level in the work 

environment can be higher than moderate based on the number of visitors at the zoo. 
 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 
 

While performing the duties of this job, the employee is regularly required to talk or hear; use hands or 

fingers; handle or feel objects, tools or controls, and sit.  The employee is occasionally required to stand; 
walk; and reach with hands and arms, and bend/stoop.  Specific vision abilities required by this job 

include close vision, distance vision, and the ability to adjust focus.  Close vision is required for computer 
operations and reading.  Distance vision is necessary for adequate crowd control and animal safety 

measures. 
 

  

   
 


