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Operations Manager

Bayou City Waterkeeper (BCWK) is hiring a self-motivated and organized operations and finance
expert who brings clarity and strategic alignment to our team. The priority deadline to apply is
October 31.

About Bayou City Waterkeeper

Bayou City Waterkeeper is a water justice organization working across the Lower Galveston Bay
watershed that encompasses greater Houston, for more than two decades. With law and science,
we work with local communities to build power, fill gaps in regulatory enforcement, and push back
against water injustices and irresponsible development. Our organizational values are
interconnectivity, fluidity, bold action, justice and equity, and regeneration. Learn more on our
website.

In the last five years, BCWK has accomplished significant milestones through staff growth enabling
mission advancement, including policy development, community engagement, data science, and
legal victories focused on waterways, ecosystems, and communities. We are currently entering an
exciting, high-growth phase that includes a strategic planning process and a shift in leadership
model. This role is essential for helping the organization structure and navigate this period of
transition. To sustain programmatic growth, we need a talented Operations Manager to build the
systems and support structures for this next era of our work.

Position Overview

The Operations Manager will be responsible for managing the operational and financial functions
of BCWK, ensuring the organization’s systems run smoothly and effectively to support its mission.
This role calls for someone who loves to crunch numbers, feels at home in a spreadsheet, and is
prepared to “get all of our ducks in a row.” We're looking for an expert who can support BCWK’s
work through our dedication to transparency, compliance, and operational excellence. Candidates
should be able to look at processes and determine the system that will enable and sustain
success. Crucially, this role will provide the stable, structured foundation necessary as our
organization undergoes a strategic planning process and leadership transition. The ideal
candidate thrives in ambiguity, helping to build new systems where none existed, and bring clarity
to complex, evolving situations. The Operations Manager will ensure our team is resourced,
accountable, supported, and free to focus on building power for water justice in Houston. The
Operations Manager will report to the Executive Director.
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Responsibilities

Financial Management 45%: Ensure the financial health of the organization.

Administer all financial plans and general financial oversight and monitoring.

Oversee accounting: work with an external bookkeeper to ensure adherence to accounting
policies and practices; and coordinate and support preparation of annual return and audit
with accounting firm.

Supervise preparation of monthly financial reports and create additional reports as needed
for grants, projects and Board meetings.

Prepare annual budget in coordination with leadership team and staff.

Present all relevant financial data for approval to leadership team and Board

Working with leadership team, help prepare materials for Board Meetings and act as staff
liaison, when needed to board and partners.

Assist in grant applications and reports, including completing grant agreements, MOUS,
invoices, tracking grant reporting requirements, and ensure that all requirements are met.
Work with staff leadership, board, and accounting to update financial policies and
procedures as needed.

Human Resources 30%: Empower employees to reach their full potential.

HR Administration: Help manage recruitment, hiring, orientation of employees; manage
benefits for all staff, and support Executive Director with compensation determinations
Office & IT Management: Oversee general office management; liaison to building
maintenance staff; IT and phone support.

Internal Policy & Compliance: Develop, implement, and review operational policies and
procedures. Support Executive Director to ensure all legal and regulatory documents are
filed and monitor compliance thereof.

Help promote an organizational culture that is values-aligned and encourages top
performance, high morale, and accountability.

Support leadership to ensure role clarity through corresponding performance management
systems and accountability mechanisms.

Lead the development and documentation of the organizational risk management plan,
under the direction of the Executive Director.

Systems and Strategic Coordination Support 25%: Enhance efficiency guided by data and

streamlined workflows.

Optimize existing work systems to ensure productivity, accountability, and improve
day-to-day coordination and internal communication.

Support Executive Director in integrating strategic planning with daily operations by
tracking objectives and goals in monthly reports, annual and midyear reviews, and in
day-to-day use of project management software.

Coordinate collaboration across staff on quarterly and annual planning and adopt any
systems needed to track progress.

Manage and maintain CRM system and other key software platforms..

Enhance cross-functional collaboration, streamlining tools, and communication systems
Lead staff training of systems to ensure baseline expectations are met.

Qualifications & Requirements

Candlidates must have the following to be considered for the role:

Five+ years’ experience in a dedicated finance, operations, and/or human resources role,
preferably in a nonprofit setting.

Demonstrated budget and HR administration experience, and demonstrated problem
solving abilities.



e Advanced proficiency with QuickBooks, ADP, CRM system (currently Salsa), Asana (or
similar project management software), Slack, and Google Drive.

Highly competitive candidates will also have some combination of:***

e Self-directed and able to work independently, with strategic problem-solving ability.

e Meticulous about details and follow-up; subscribes to the belief that no task is too big or
too small.

e Excellent relationship builder: able to communicate with firmness and warmth, and to
demonstrate a high level of tact, discretion, humility, and diplomacy with all internal and
external stakeholders.

e Great at organizational change and project management, able to take an idea from
concept to completion.

e Thrives in ambiguity and transition: Proven ability to establish structure and clarity during
periods of organizational change. Demonstrated flexibility and a systems-thinker with
spark, imagination, and creativity.

e Experience in MOCHA role definition across teams.

e A self-starter with proven ability to operate both independently and collaboratively,
balancing independent judgment and decision making with seeking clarification,
collaboration and following existing processes when needed and available.

e Commitment to racial justice, anti-racism, and understanding of and commitment to using
anti-racist lens in advancing justice, equity, diversity, inclusion, and accessibility.

e Adegree in business or nonprofit management, finance, public administration, or relevant
field, or equivalent experience is preferred.

e A strong affinity with our organizational values

***Research shows that women and people of color are more hesitant to apply for a job because
they may not meet all of the qualifications listed. The candidate hired may not precisely meet all
of these qualifications, but will show the desire and capacity to grow into the role and fit within
our small, close-knit team. If you feel passionate about our efforts and believe you have the skills
to contribute to the growth of our organization, we want to hear from you.

Schedule/Location

Our standard week is 36 to 40 hours. Occasionally, more than a regular week, including some
evenings and weekends, will be necessary, and comp time will be encouraged. Our staff meets in
person at least once per week, and the Operations Manager will be expected to meet additionally
in person with staff leadership and board members, as needed. Otherwise, our work is virtual.
Candidates must live or plan on relocating to the Lower Galveston Bay watershed in Greater

Houston.

Priority Application Deadline & Instructions

We strongly encourage early submissions. Applications received by October 31, 2025, will be
given priority consideration. Please submit (1) a resume and (2) a letter explaining your interest
and key qualifications for the position not already reflected on your resume to
careers@bayoucitywaterkeeper.org with the subject line “Operations Manager - [Last name]”.
The interview process will include at least two stages.

Salary & Benefits
$75,000-$85,000. We recognize this is a demanding role and offer competitive benefits including:
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unlimited paid leave, paid holidays, and paid parental leave; subsidized group healthcare, dental,
and vision coverage; BCWK-funded IRA contribution; and negotiable flex hours. This is a full-time,
at-will, exempt position.

Our core values lead us to seek a broad range of perspectives and backgrounds to achieve our
mission and maintain an inclusive environment where all staff are valued and respected. As an
equal opportunity employer, we are committed to employment practices that ensure that
employees and applicants for employment are given equal opportunities without regard to race,
color, national origin, ancestry, sex, age, religion, physical or mental disability, medical condition,
veteran status, marital status, pregnancy, sexual orientation, gender identity, gender expression,
genetic information or any other factor that is not related to the position.



