
Operations Manager 
 
Avondale Development Corporation (ADC) is seeking an Operations Manager. 
 
ADC is a nonprofit entity created in 2011 to serve the neighborhood of Avondale as a 
community development corporation (CDC).  It was created to improve the quality of life in the 
neighborhood through real estate development and resident centered community 
engagement.  ADC is devoted to serving the needs of the largest African-American 
neighborhood in Cincinnati.  The mission of ADC is to lead residential and economic 
development initiatives and to work collaboratively to address priorities that promote the well-
being of Avondale residents. 
 
Qualifications – 
Candidates should have, at a minimum, the following qualifications: 

 A bachelor’s degree in community planning or development, finance, business 
administration, or a related field.  A master’s degree is preferred. 

 At least five years of hands on experience in business operations, finance, or financial 
reporting and control. 

 Proven written and verbal skills, as well as ease and proficiency in making presentations 
to the public and other stakeholders. 

 Grant writing experience, particularly with the local Cincinnati philanthropic community. 

 Knowledge of and enthusiasm for the goals and mission of ADC, as well as the residents 
of Avondale. 

 Ease in working with volunteers, staff, board members, potential donors and residents. 

 Knowledge of Microsoft Office and other business-related software. 
 
Typical duties - 
The Operations Manager reports to the Executive Director, but assists other staff in the 
successful execution of their duties as well.  Typical duties and responsibilities for the 
Operations Manager include, but are not limited to: 

 Review and approve cash disbursements and deposits, as well as coding oversight on all 
invoices and receipts; 

 Oversee Grant Agreements, Cost-sharing Agreements and other contracts, as well as 
supervise all related transactions; 

 Review and monitor work of the Contract Accountant and provide back-up support as 
necessary, including reconciliation of all bank and investment statements, complete 
year-end reporting and processing duties, as well as interfacing with the Contract 
Accountant and the Auditor in preparation of the annual audit as needed; 

 Prepare and present financial reports and statements for ADC to the Executive Director 
and the Board of Directors; 

 Work collaboratively with ADC staff, contractors and the Board to develop annual 
budgets, monitor variances and make year-end projections and reports; 



 Maintain integrity, confidentiality and accuracy of finance and accounting systems, 
bookkeeping and payroll software, finance related applications, corporate debit card 
accounts, secure financial website logins and human resource information; 

 Maintain essential commercial, as well as Directors and Officers insurance coverages; 

 Promulgate and update appropriate internal controls; 

 Assist other staff as need in the preparation of project budgets, cash flow statements 
and proforma for real estate development projects; 

 Oversee the human resources function, including setting guidelines for personnel 
evaluations, recruitment and advancement, ensure compliance with ADC Human 
Resources policies, and state and federal labor laws, as well as review and approve 
payroll; 

 Administer employee benefits plans, including medical, dental, vision and supplemental 
insurance; 

 Other duties as may be required or assigned by the Executive Director. 
 
Salary and Benefits – 
Salary is commensurate with training and experience.  Benefits include medical, vision and 
dental insurance, supplemental insurance and Workers Compensation coverage.  ADC also 
provides generous paid time off and flexible work hours.  In addition, the successful candidate 
will receive the satisfaction of playing a significant role in the ultimate success of an 
organization that will be making substantial improvements to the quality of live for residents of 
the Avondale neighborhood. 
 
How to apply – 
If you believe that you have the experience, skills and passion required for this position, send a 
resume and cover letter to Michael Cervay, via email at mcervay@growavondale.org with 
“Operations Manager” in the Subject Line.  This recruitment will remain open until the position 
is filled. 
 
Avondale Development Corporation provides equal employment opportunities to all employees 
and applicants for employment, prohibits discrimination and harassment of any type without 
regard to race, color, religion, age, sex, national origin, disability status, genetics, protected 
veteran status, sexual orientation, gender identity or expression, or any other characteristic 
protected by federal, state or local laws. 
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