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Director of Business Operations 

Position Description 
 
Salary:  $65,000 - $85,000  
Reports to:  Chief Executive Officer 
Date Created:  03/11/16 

Summary/Objective 
The Director of Business Operations will direct the overall administrative critical business functions related to finance and 
human resources.  This position will be tasked with further automating the current processes, and interfacing with internal 
and external finance and human resource vendors.   
 
Essential Functions 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 

1. Participate in the administrative team; assist in developing and implementing a comprehensive business plan, tying 
in strategic planning and service/product development.   

2. Review and monitor financial performance.   
3. Account report preparation and reconciliation, or supervising the performance of this function; development and 

implementation of control systems for determining costs and the distribution of costs; working with administrators 
to develop, operate and evaluate accounting systems; examination of a variety of accounting documents to verify 
conformance to pertinent policies, procedures and accounting standards; supervising operations staff and other 
personnel; preparing reports and statements requiring interpretation and analysis of accounting records; and may 
be involved in system design. 

4. Manage human resource processes and compliance, and employee benefits,  
5. Represent and promote MyHealth and its mission in public settings and with MyHealth governance, committees, 

and customers. 
 
Competencies 
 
1. Personal: Interpersonal Skills, Integrity, Professionalism, Initiative, Adaptability, Flexibility, Dependability, Reliability; 

Lifelong Learning 
2. Workplace: Teamwork, Planning and Organizing, Innovative Thinking, Problem Solving and Decision Making, Working 

with Tools, Technology and Business Fundamentals 
3. Technical: Accounting and bookkeeping software such as Quickbooks, Office software tools such as Word, Excel, 

PowerPoint, and Access, Networks, Digital Media, Compliance, Risk Management, and Security 

 

Supervisory Responsibility 

This position will have supervisory responsibilities for the Chief Executive Officer’s assistant.   

 
Work Environment 
This job operates in a professional office environment. This role routinely uses standard office equipment such as computers, 
phones, photocopiers, scanners, and filing cabinets 
 
Software  
MS Office, project management, customer relations management (CRM), and financial software. 
 
Physical Demands 
The physical demands described here are representative of those that must be met by an employee to successfully perform 
the essential functions of this job. While performing the duties of this job, the employee is regularly required to speak and 
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hear. The employee frequently is required to stand; walk; use hands to finger, handle or feel; and reach with hands and arms. 
The employee is required to lift a maximum of 30 pounds. 
 
Position Type/Expected Hours of Work 
Some flexibility in hours is allowed, but the employee must be available during the “core” work hours of 9:00 a.m. to 4:30 
p.m. and must work 40 hours each week to maintain full-time status. 
 
Travel 
Local and statewide travel varies depending upon business needs. Overnight travel may be expected. 
 
Required Education and Experience 
Bachelor’s degree in Business, Healthcare Administration, Small Business or related field. 5+ years leadership experience in 
business role. Working experience in one or more following environments: non-profit, entrepreneurial, government 
1. Experience with core business management including human resources and financial management. 
2. Experience interacting with various governing committees and the boards of directors of non-profit organizations. 
3. Experience preparing for and supporting non-profit audits, with a solid track record of successful audits. 

 
Preferred Experience/Certification 
Experience with non-profit management and/or health information technology preferred. 

 
Additional Eligibility Qualifications 
None required for this position. 
 
AAP/EEO Statement 
MyHealth expressly prohibits any form of unlawful employee harassment based on race, color, religion, gender, sexual 
orientation, national origin, age, genetic information, disability or veteran status.  
 
Other Duties: This job description is not designed to cover or contain a comprehensive listing of activities, duties or 
responsibilities that are required of the employee for this job. Duties, responsibilities and activities may change at any time 
with or without notice. 
 
Signatures 
This job description has been approved by all levels of management: 
 
Manager: ____________________________________________________ 
 
HR: _________________________________________________________ 
 
Employee signature below constitutes employee's understanding of the requirements, essential functions and duties of the 
position. 
 
Employee: __________________________________  Date: _____________ 


