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	Job Description

	
	Title
	Program Operations Director

	
	Location
	Washington DC

	
	Req #
	OPS122112



About Us
Futures Group develops and delivers innovative, locally relevant, evidence-based solutions to improve the health and well being of people around the world. Since 1971, we have assisted governmental and non-governmental agencies, foundations, and the private sector by designing, implementing and evaluating programs in HIV/AIDS, sexual and reproductive health, population and family planning, maternal and child health, infectious diseases, and gender. Futures Group has deep expertise in policy and advocacy, research and strategic information, health markets and private sector engagement, modeling and economic analysis, patient monitoring and management/HMIS, strategic consulting, and program management.
Position Summary
The primary responsibility of the Program Operations Director is to ensure the development and implementation of consistent and high quality operational procedures throughout the entire organization. Program Operations Director will be expected to manage a staff of 15-20 professionals and to promote a culture of customer service, continuous improvement and process standardization while effecting and managing positive change. This is a full-time position located in Washington DC and will report directly to the Chief Operating Officer.
Key Responsibilities
· Establish and/or refine and maintains Futures Group standard operating procedures to ensure that best practices are documented and deployed for the achievement of corporate strategic goals. Assure compliance with all related company's Policies and SOPs as well as client specific rules and regulations.

· Identify, develop and implement key business processes tracking systems to enable more effective and efficient operations. Lead efforts on operationalizing new policies and procedures & communicating them to the field. 

· Identify, develop and implement financial management tracking systems to enable more effective and efficient cash management and collection of field expenses. 

· Provide direct management to the US and oversight function to operations function in corporate offices in the UK and India to ensure that all company projects are fully functional, while adhering to client and FG standard operating procedures and requirement. 

· Facilitate standardized registration and hiring process, including reviewing FxTE templates and coordinating with Corporate Governance function as required

· Provide oversight and direction to program operations staff in development and monitoring of project work plans and budgets, including sub-contractors and service providers 

· Identify, develop and implement training programs for HQ and field based staff 

· Support and advise on HR processes in the field

· Develop and ensure implementation of effective project start-up processes and procedures, including standardizing project kick-off system

· Lead efforts in standardizing and sustaining Field Vouchers processes in response to changing corporate demands

· Perform regular Internal Project Review meetings to review operational, financial, contractual, sub-contractual, personnel, legal and other matters

· Build and maintain positive relationships across the Operations Team and technical staff in a matrix organization

· Provide day to day guidance to Operations Managers on donor contract requirements in close collaboration with the Contracts department as needed

Qualifications
· MA/MBA in Business, Finance, Public Administration, International Development, or a related field with more than 10 years of project administration experience 

· Must have international project administration experience of USAID funded projects.

· Demonstrated financial and government contract management skills

· Experience developing budgets and financial reports and executing contract mechanisms (e.g., subcontracts, purchase orders, grants, consultant agreements, etc.)

· In-depth understanding of U.S. government regulations including FAR and relevant AIDAR’s, and CFR’s
· Experience in working on complex problems where analysis of situations or data requires an in-depth evaluation of various factors

· Demonstrated experience supervising administrative staff

· Sound interpersonal skills, with the ability to negotiate successful outcomes in challenging situations and motivate junior staff

· Ability to work in a team and communicate effectively with diverse cultural and professional staff members 

· Cost point experience a plus

· Foreign language capabilities is a plus
Physical Demands: 
·  Regularly required to stand or sit, and move about the facility 
Work Environment: 
·  Usual office working conditions free of disagreeable elements
All applications for this position should be submitted online at www.futuresgroup.com via the Careers page.  Futures Group provides equal employment to all participants and employees without regard to race, color, religion, gender, age, disability, sexual orientation, veteran or marital status.
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