Operation & fund Development Manager
Position & Job Description

Role Summary: 

The Operation & Fund Development Manager is a key member of the Fairfax Community Center (FCC) under the Dar Al-Hijrah Islamic Center's (DAH) team, responsible for overseeing and executing various operational and fund development functions to support the organization's mission and goals. This role involves:
· The operational side is to  coordinate day-to-day activities, managing resources, and ensuring the smooth functioning of different departments within DAH. The Operation Officer will perform his duties under the direction of the Executive Director of DAH or other supervision as determined by the Executive Director of DAH.
· The fund Development side  is to be responsible for assisting in all aspects of Fund Development in accordance with the guidelines and policies of DAH

Responsibilities:

Administrative Coordination:
· Assist in the development and implementation of administrative policies and procedures.
· Manage office operations, including facilities, equipment, and supplies.
· Coordinate administrative tasks such as record-keeping, correspondence, and document management.

Project Management:
· Support project planning, execution, and monitoring to ensure projects are completed on time and within budget.
· Collaborate with project leads to allocate resources, track progress, and address any issues that arise.


Financial Support:
· Assist with budgeting, expense tracking, and financial reporting.
· Process invoices, reimbursements, and financial documentation accurately and in a timely manner.
· Collaborate with the finance team to ensure compliance with financial regulations and reporting requirements.

Logistics and Resource Management:
· Coordinate logistics for events, workshops, and meetings, including venue booking, catering, and materials.
· Manage inventory of supplies and equipment, ensuring timely replenishment when needed.

Communication and Coordination:
· Facilitate communication between different departments, ensuring efficient information flow.
· Assist in the preparation and distribution of internal and external communications.
· Increase the volunteers’ basis in the Center

Data Management and Analysis:

· Maintain databases and systems to track operational metrics and key performance indicators.
· Assist in collecting and analyzing data to support decision-making and process improvement.

Compliance and Documentation:
· Ensure adherence to legal, regulatory, and organizational policies.
· Maintain accurate and organized records of operations-related activities.
· Supporting Organizational Initiatives:
· Collaborate with cross-functional teams on special projects and initiatives.
· Contribute to the development and implementation of strategies to enhance operational efficiency.
Stakeholder Engagement:
· Interact with external partners, vendors, and stakeholders to support operational needs.
· Communicate with stakeholder to manage the weekly Friday Collection and any other donation events i.e. Ramadan daily/weekly/ Lialatul Qader collections. 
· Build and maintain positive relationships that align with the organization's mission.
· Communicate with the Operation Manager of DAH to  provide the daily data entry for all donation platforms.
Fund Development:
· Work on developing strong relationships with all staff, donors, community partners, volunteers and other stakeholders
· Assume full responsibility for various fundraising efforts including major events, private events, DAH events and other fundraising events.
· Coordinate social media campaigns, mailing & communication with donors through the Communications Department and Marketing Company. 
· Coordinate matching gift program, monthly giving and other seasonal programs. 
· Coordinate all aspects of fundraising events and activities planning to execution
· Works with the Communications Department and Marketing Company to promote fundraising events using all mediums
· Research and identify prospective new donors and proactively initiate sponsorship and funding
· Assists in helping management in the development of fundraising goals and works to achieve and surpass these goals
· Work directly with management and development team to manage project workflow and oversee day to day milestones for projects
· Create donor databases for Fairfax Community Center
· Attend internal and external meetings as required

Qualifications:
· Bachelor's degree in Business Administration, Nonprofit Management, or a related field.
· Previous experience in operations, administration, or project coordination, preferably within the non-profit sector.
· Strong organizational skills and attention to detail.
· Proficiency in office software and tools, including Microsoft Office and project management software.
· Excellent communication and interpersonal skills.
· Ability to multitask and prioritize effectively in a dynamic environment.
· Problem-solving aptitude and a proactive approach to challenges.
· Understanding of financial management and budgeting concepts.
· Commitment to the organization's mission and values.
· Have legal status to work in the USA.

Apply:
· Send you resume and cover letter by email to ed@hijrah.org
