
Meals on Wheels of Takoma Park/Silver Spring 
Job Description: OPERATIONS MANAGER 

 
OUR MISSION & VISION. With a vision of a more resilient, interconnected, and compassionate community, 
Meals on Wheels of Takoma Park/Silver Spring works to prepare and deliver delicious, healthy meals to our 
homebound neighbors. We serve 2 meals/day to over 100 clients at a rate of over 50,000 meals/year served! 
 
OUR CULTURE. In this workplace, we are focused on our mission. Our priorities and actions are guided by our 
mission and vision. We are kind, respectful and encouraging, and we communicate openly and directly. There 
is space for curiosity and innovation. We make mistakes and we learn from them. We express a generosity of 
spirit. We work hard and we trust that others are working hard, too. Our small, friendly team enjoys working 
together and supporting one another. 
 
THE POSITION. The Operations Manager (OM) contributes to the day-to-day success, long-term growth, and 
our welcoming culture. This is a mid-level position with the potential to grow. The OM position is full-time; 
salaried with generous paid time off per our Staff Handbook; reports to the Executive Director (ED). 
 
THE CANDIDATE. The successful individual in this role is curious, communicative, organized, hard-working, 
empathetic, solution-oriented, and cheerful. You take pride in being consistent in your work; are able to see 
how pieces and process flows fit together; and are excited to be part of a growing organization. You will work 
independently to accomplish regular administrative tasks, closely with the ED, and collaboratively with our 
small team. You are excited about working at a nonprofit, learning and growing in your role, and committed to 
our mission of delivering delicious meals to our homebound neighbors. 
 
RESPONSIBILITIES AND EXPECTATIONS. The OM has responsibilities in three domains: Administration, 
Development, and Program. For some tasks, the OM is the primary person responsible; for other tasks, the 
OM supports or works on a team with others. 

1. Administration. Cover front desk as needed; Manage database; Prepare bank deposits; Ensure 
completion of annual filings and payments; Complete special projects related to bookkeeping, data 
tracking, IT maintenance, software program research. Other tasks as needed. 

2. Development. Support and implement fundraising strategies; track and report on results. 
3. Program. Orient, train, and schedule volunteers; conduct client and volunteer intakes; Coordinate 

client registrations & communications, annual Celebration event, and related volunteer outreach. 
 
QUALIFICATIONS 

 Commitment to the mission of Meals on Wheels. A curious, mind and organized work style; work well 
both independently and on a team; maintain a courteous, positive and helpful manner. 

 Minimum of five years’ experience in a professional office environment. Bachelor’s degree required; 
graduate degree preferred.  

 Familiarity with Microsoft365 required and with Sharepoint preferred. 
 

HIRING POLICY. Meals on Wheels of Takoma Park/Silver Spring celebrates, supports, and thrives on diversity 
for the benefit of our staff, clients, and community. We welcome and encourage differences among our 
people and we are proud to be an equal opportunity workplace and an affirmative action employer. 

 
TO APPLY. Apply at https://apply.workable.com/mowtakoma; email your resume and cover letter to 
mowtakoma@jobs.workablemail.com; or mail your cover letter and resume to Meals on Wheels, 6909 Laurel 
Ave. #5348, Takoma Park, MD 20913. No calls or drop-ins, please. 


