
 
 

JOB DESCRIPTION 

 

TITLE:  Operations Manager 

GRANT:  LSC 

GRANT PERIOD:  

FLSA:   Exempt 

REPORTS TO: Chief Financial Officer and Executive Director 

 

BOARD PURPOSE 

 

As part of the DNA administrative team, the Operations Manager is a Finance and Human 

Resources management hybrid that meets the needs of both in one position.  DNA currently 

operates with an off-site contracted Chief Financial and the Operations Manager will serve as the 

onsite DNA accounting manager. The Operations Manager will also serve as the Director of 

Human Resources. 

 

FINANCE DUTIES 

 

 In the absence of the onsite Chief Financial Officer (CFO), the Operations Manager serves as 

the onsite DNA accounting manager and oversees the day to day operations of the accounting 

office. 

 Under the direction and guidance of the CFO and the Executive Director, the Operations 

Manager: creates and analyzes board financial reports, program-wide and grant specific 

budgets, financial statements, and grant activity reports; drafts and implements accounting 

and financial transactions to ensure that transactions are properly documented, reported, and 

recorded; coordinates the annual audit; works closely with grants management and legal staff 

to ensure that all grants are being properly managed; ensures accurate and timely financial 

reporting; recommends and implements improvements to DNA’s accounting system, internal 

controls, and accounting policies and procedures; ensures that accounting activities comply 

with all grant, legal, and financial regulatory requirements; and ensures that all tax reporting 

and tax filing are completed on a timely and accurate basis. 

 Fills in for other accounting staff as needed due to employee absences or employee 

vacancies. 

 Performs other accounting duties as assigned by the Executive Director or Chief Financial 

Officer. 

 

HUMAN RESOURCES DUTIES 

 

 Oversees DNA’s human resources activities. 

 Oversees new employee onboarding and conducts new employee orientation. 

 Organizes and maintains all employee files and employee records. 

 Ensures employment eligibility and maintains personnel files in compliance with all federal, 

state, and funder regulations. 



 Oversees employee performance evaluations and advises the Executive Director on employee 

benefits eligibility. 

 Updates and processes salary adjustments and other employment changes.  Assists the 

Executive Director with salary calculations and placement on the DNA salary scale. 

 Makes training recommendations to the Executive Director and keeps a record of all training 

activities. 

 Helps resolve personnel issues. 

 Oversees DNA employee and programmatic insurance coverage (i.e. health, vision, life, 

dental, general liability, disability, malpractice, and property insurance). 

 Oversees support staff recruitment and assists the Executive Director with recruitment of 

attorneys, tribal court advocates, law clerks, paralegals, and investigators. 

 Oversees creation and submission of all required grant or governmental staffing reports. 

 Performs other Human Resources duties as requested by Executive Director. 

 

QUALIFICATIONS 

 

 Bachelor’s Degree in Finance, Operations Management, or other closely related field. 

 Advanced knowledge of accounting principles, practices, and theories. 

 Ability to perform complex accounting duties. 

 Understanding of general finance and budgeting principles, including profit and loss, balance 

sheet, and cash-flow management. 

 Advanced knowledge of MIP fund accounting software, Microsoft Office (Excel, Word, and 

PowerPoint), and computers. 

 Ability to supervise and provide direction to accounting and clerical staff. 

 Advanced knowledge of grant fund accounting and all GAAP and other accounting 

regulations.  

 Basic knowledge of cultural dispute and alternative resolution techniques, such as Navajo k’e 

and peacemaking, Hopi Kyav’tsi, mediation and arbitration. 

 Experience in employee benefits management. 

 Strong communication skills with the ability to communicate clearly and concisely, both 

verbally and in writing. 

 Five to seven (5 – 7) years of Accounting, Human Resources experience, or similar work.  

 

ACKNOWLEDGEMENT 

 

I have received this job description and have determined that it accurately reflects the position 

and I can perform these duties.  

 

 

Print Name  Signature  Date 

 

DNA is an equal opportunity/affirmative action employer. 

Preference given to qualified Navajo and other Native American applicants 


