Associate Director, CARES Center Operations & Community Engagement
Classification: Full-Time, Exempt
Reports To: Director / Gerbis Badell 
Position Summary
The Associate Director, CARES Center Operations & Community Engagement is a key leadership position responsible for supporting the overall operation, community presence, program coordination, and day-to-day effectiveness of the CARES Center.
Working in close partnership with the Center Director, the Associate Director helps translate the Center's strategic priorities into daily operations while ensuring that programs, services, staff, community partnerships, and participant experiences are effectively coordinated.
This position serves as the Center's second-in-command and provides leadership across center operations, staff coordination, community outreach, partnership development, events, compliance, resource navigation, and special initiatives. The Associate Director is expected to exercise sound judgment, independently resolve day-to-day operational matters, and serve as the acting operational lead when the Center Director is unavailable.
The Associate Director also serves as a visible ambassador for Onward Neighborhood House and the CARES Center, developing meaningful relationships with residents, community organizations, businesses, schools, healthcare providers, faith-based organizations, government agencies, elected officials, and other stakeholders.
Essential Duties and Responsibilities
Center Operations & Leadership
· Provide day-to-day leadership and operational coordination for the CARES Center in partnership with the Center Director.
· Help ensure that the Center operates as a safe, welcoming, organized, professional, and participant-centered environment.
· Coordinate facility schedules, room utilization, programs, events, meetings, and community activities.
· Identify operational needs and work collaboratively with program, facilities, administrative, and leadership staff to resolve issues.
· Support safety procedures, emergency preparedness, building operations, and organizational protocols.
· Identify opportunities to strengthen operational systems, participant experiences, and overall Center effectiveness.
· Serve as acting operational lead during periods when the Center Director is unavailable.
· Exercise independent judgment in addressing routine operational concerns and escalate significant matters to the Center Director as appropriate.
Staff Leadership & Coordination
· Support the Center Director in coordinating and providing day-to-day guidance to CARES Center staff.
· Help ensure appropriate staffing coverage and continuity of Center operations and services.
· Serve as a resource to employees in addressing operational questions, participant concerns, scheduling challenges, and day-to-day issues.
· Participate in onboarding, orientation, and training of new employees, interns, and volunteers.
· Promote effective communication and collaboration among CARES Center departments and programs.
· Foster a professional, accountable, service-oriented, and collaborative workplace culture.
· Provide leadership and direction to assigned staff, volunteers, interns, or projects as designated by the Center Director.
Community Engagement & Outreach
· Develop and implement outreach strategies designed to increase awareness, participation, and utilization of CARES Center programs and services.
· Represent Onward Neighborhood House and the CARES Center at community meetings, resource fairs, neighborhood events, partner meetings, and other external activities.
· Build meaningful relationships with residents and community stakeholders.
· Identify underserved populations, emerging community needs, and opportunities to strengthen the Center's connection to the surrounding community.
· Coordinate participant recruitment and outreach efforts across CARES Center programs and initiatives.
· Serve as a visible, knowledgeable, and trusted representative of the CARES Center within the community.
Community Partnerships
· Develop and maintain strategic relationships with schools, community-based organizations, businesses, healthcare providers, government agencies, faith-based organizations, elected officials, and social service providers.
· Identify opportunities for collaboration, referrals, shared programming, sponsorships, and community initiatives.
· Coordinate partnership activities and support the development of formal collaborative relationships when appropriate.
· Maintain current information regarding community partners, resources, referral networks, and collaborative opportunities.
· Represent the CARES Center in partner meetings and community collaborations as assigned.
Programs, Events & Special Initiatives
· Coordinate the implementation of Center-based programs, workshops, events, outreach activities, and special initiatives.
· Work collaboratively with program leaders to support seamless delivery of services throughout the CARES Center.
· Coordinate community events from planning through execution, including logistics, participant communication, registration, volunteers, partners, vendors, and follow-up.
· Monitor program attendance, participation, utilization, and community engagement trends.
· Identify opportunities for new programming or collaborative initiatives based on participant and community needs.
· Coordinate special projects and organizational priorities assigned by the Center Director 

