
 
 

Housing Resources, Inc. (HRI) (Kalamazoo, MI) has an opening for a full time  

Director of Operations 

 

Position Type: Full Time/Exempt  

 

Applications Due: 9/30/ 2015 

 

To apply send cover letter with salary requirements & resume to 

mdavis@housingresourcesinc.org with “Director of Operations” in the Subject Line 

 

The mission of Housing Resources, Inc. (HRI) is to assure housing for socially or economically 

vulnerable persons of Kalamazoo County. HRI is a recipient of federal, state, and local funds and 

is the lead housing organization serving our community through the Continuum of Care (CoC) 

and other community collaborations and systems. 

 

PRINCIPAL RESPONSIBILITIES: 

Leads, directs, and provides administrative oversight in the areas of: 

 

1. Organizational Management, Performance & Evaluation 

 Responsible for oversight of all aspects of the organization including quality 

assurance, compliance, and operational workflow. Enforces standards by ensuring 

adherence of policies and procedures and regulatory requirements. Balances focus 

on final result with focus on team, community and collective efforts.  

2. Financial and Accounting Services 

 Understands the organization’s financial performance by preparing projections, 

budgets, and analysis of all financial statements. Ensures operational quality, 

efficiency and financial goals are obtained and that all aspects of financial 

processes are accounted for correctly and in a timely manner.  

3. Data Collection, Reporting, and Analysis 

 Gathers, analyzes and interprets data organization wide to proactively problem 

solve and recommend and implement effective solutions. Acts as a data champion 

for the organization and the Continuum of Care (CoC) by leading data collection, 

reporting, and evaluation of the Homeless Information Management System 

(HMIS) and all other required reporting systems. Validate data from generated 

reports and use the data to manage operations. 
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4. Property/Asset Management 

 Assist with the coordination and oversight of all HRI property and asset 

management activities. 

5. Information Technology 

 Responsible for coordinating the acquisition, maintenance and updating of the 

information technology network with contracted IT entities that support the core 

processes of HRI. 

6. Office Management 

 Responsible for assuring the functional utility of all employee work 

stations/spaces and related office equipment/systems. Responsible for 

coordinating the safety and emergency activities including serving as a member of 

safety or other related committees. 

 

Minimum Qualifications: 

 Bachelor Degree required, Master’s Degree preferred. 

 Three (3+) years of team oriented senior management and supervisory experience, 

preferably including professional leadership experience within the health/human services 

arena or any combination of training and experience which provides the essential 

knowledge and skills. 

 

Knowledge, Skills and Abilities: 

 Comprehensive knowledge and experience in budgeting and financial administration, and 

data analysis.  

 Proven ability to effectively manage through a complex, cross-segment business 

environment.  

 Exceptional analytical, conceptual, and business planning skills. 

 

 

The above is intended to describe the general content of and requirements for the performance of 

this job. It is not to be construed as an exhaustive statement of duties, responsibilities or 

requirements. 


