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Director of Operations & Technology Job Description

Organizational Overview:
Founded in 1994, the National Latina Institute for Reproductive Justice (Latina Institute) builds Latine power to fight for the fundamental human right to reproductive health, dignity, and justice. We center Latine voices, mobilize our communities, transform the cultural narrative, and drive policy change. We amplify the grassroots power and thought leadership of Latine across the country to fuel a larger reproductive justice movement. 
 
Position Overview:
The Director of Operations & Technology is a key departmental leadership position and serves as the driving force behind the Latina Institute’s operational efficiency and productivity. In collaboration with the Executive Director, Managing Director, and the senior leadership team, the Director develops and executes operational and technology strategies that enhance organizational capacity and effectiveness. This role also serves as the primary operations touchpoint across NLIRJ locations, ensuring that organizational systems, resources, and policies are consistently applied across a multi-state, geographically dispersed workforce. The role requires outstanding organizational, communication, and leadership skills and an ability to develop innovative solutions that push boundaries. The Director will bring a proven track record in strategy, leadership, and day-to-day management of operations, infrastructure, software, hardware, networks, and physical and cyber security. With an eye on both stability and expansion, they will work collaboratively to implement operational and IT policies and procedures that enable strong security and risk-management capabilities and enhance existing infrastructure environments through the creation, maintenance, and enforcement of well documented standards and procedures for sound operations and technical solutions.   The Director will embody a service-oriented operations culture, modeling that no task is too small when supporting programmatic and organizational needs.

Location:
Latina Institute operates as a remote organization but requires certain roles to be based in specific locations with a hybrid schedule. This role must be based in either New York City or Washington, DC, with the expectation of working from the office up to two days per week or as needed. Regular travel (up to 25%) will be required for in-person events, meetings, and assessment of operational needs.   
 
Responsibilities (Include but are not limited to):  

· Develop, implement, and monitor day-to-day operational systems and processes to ensure seamless workflow integration and in alignment with organization-wide goals and initiatives;  
· Oversee and integrate the operations of NLIRJ departments by leading facilities management, data systems oversight, fiscal operations coordination, event logistics support, and organizational technology infrastructure. Ensure operational systems and resources are effectively scaled to meet the needs of a growing, multi-site organization.  
· Ensure operational systems, policies, and practices are responsive to the needs of staff and programs across multiple regional offices and remote work sites, serving as the central point of coordination for organization-wide operations such as mail handling, materials shipping, and other tasks essential to work.
· Develop organization-wide operational policies and technology standards, ensuring consistency across all NLIRJ locations and programs. Lead contract negotiations and manage strategic vendor relationships to align with long-term operational priorities. 
· Lead process improvement initiatives and identify opportunities to establish and implement operational policies, procedures, best practices, and systems implementation to optimize efficiency, within and across departments; 
· Lead implementation of organizational cybersecurity measures, including VPN standards, cloud platform security, and incident response coordination in partnership with external IT providers.
· Manage all facility-related needs, including collaboration with building management and program staff to resolve facility issues, and execution of a routine internal auditing procedure to proactively identify, report, and address facility related matters; 
· Develop and execute a comprehensive technology roadmap, which includes leading digital transformation initiatives, evaluating emerging technologies, and ensuring cybersecurity protocols, secure remote-work standards and data protection measures are implemented and maintained. 
· Present technology recommendations and risk assessments to leadership and organizational leadership for decision-making. 
· Oversee the Operations and IT department, including managing the department's staff, vendor relationships and strategic partnerships that support operational objectives, budget, goals, and strategic plan initiatives related to operations and technology; 
· Integrate an equity and inclusion lens into operational and technology strategies, ensuring that systems, policies, and vendor relationships reflect NLIRJ’s mission and values. 
· Serve as the primary organizational contact for risk management related to facilities and IT systems, escalating critical issues to leadership as appropriate 
· Foster a culture of innovation, collaboration, and continuous learning through regular communication and connection with program staff and leadership;  
· Draw on relationships with department heads, external partners, and vendors to make decisions regarding operational and technology strategies and goals;  
· Ensure compliance with environmental health and safety regulations and internal quality standards by conducting regular audits;  
· Oversee preparation of quarterly operations and technology reports and budgets, as needed.  
· Travel required, 25% of time for on-site support. 
· Other responsibilities as assigned. 

What you will need to be successful:

Technology Management: The Director must have proven experience overseeing multi-site IT and operations infrastructure, including support for multiple office locations and remote staff across diverse regions. Deep knowledge of technology systems, cybersecurity protocols, and data protection measures is a core requirement. Must demonstrate success in developing and managing departmental budgets, conducting cost-benefit analyses, and negotiating vendor contracts. Provides strategic recommendations to organizational leadership on risk management and operational planning. Must have experience in overseeing cybersecurity implementation across teams, including VPN administration, cloud-based security controls, device security, and incident-response coordination. 

Communication Skills: The Director must have exceptional communication and presentation skills both in written and verbal form. This is especially so for their leadership position where they will be required to convey instructions and sensitive information down the line to all departments and staff. The clarity of these communications will determine how effectively tasks are executed in the department. 

Interpersonal Skills: The candidate must be an enthusiastic problem solver, have advanced critical and strategic thinking skills, have strong attention to detail, have a strong understanding of the need for the integration of technological processes in non-profit, social justice and policy advocacy work  They must be able to work comfortably with all staff, have strong emotional intelligence, change management experience, work comfortably in a collaborative environment, be self-motivated and proactive, and have an ability to stay calm in the face of adversity and uncertainty. 

Leadership/People Skills: The candidate must demonstrate exceptionally strong leadership skills, having an ability to influence cross-functional groups/teams towards a unified direction and having an ability to influence leadership. They must also be a people person who inspires trust and confidence in others, enabling them to easily trust in your insights and judgments and readily follow their guidance. Demonstrated ability to set and execute department-level strategic plans in alignment with organizational priorities. 

Experience: 
· 10+ years of progressive experience in operations and technology management, with at least 5 years in a leadership role overseeing organization-wide systems, budgets, and staff.
· Demonstrated success in scaling infrastructure to support growth, negotiating vendor contracts, and implementing enterprise-level operational policies. 
· Strong preference for candidates with experience in non-profit, social justice-focused organizations. 
· Experience supporting hybrid or remote workforces across multiple locations, with an understanding of secure home-network requirements and remote-device management. 
· Experience developing or managing emergency response communications or organizational disaster-readiness protocols is strongly preferred. 
· Proven track record of exercising discretion and maintaining strict confidentiality, particularly when handling operational, personnel, and security-related information

Education: 
· Bachelor’s degree required; Master’s degree in Business Administration, Public Administration, Information Systems, or a related field strongly preferred. 
· Equivalent extensive leadership experience in operations and technology may be considered in lieu of an advanced degree. 

Employee Status: Full-time, Exempt (Flexible 40 hours/week, typically Monday–Friday, 9 a.m. EST–6 p.m. PST)   

Benefits: The Latina Institute offers excellent benefits for our employees. Some highlights of our comprehensive package of include: 
· Medical, dental, and vision plans
· Vacation, Wellness and Sick PTO
· 401K Retirement plan with a 3% employer match
· Paid parental leave 
· $1000 towards professional/wellness development 

Salary: $110,000- $120,000

Application Procedure: Please send your resume and cover letter via e-mail to jobs@latinainstitute.org. Please include in the subject line: Applicant – Director of Operations & Technology. 
National Latina Institute for Reproductive Justice is an equal opportunity employer. We do not discriminate in employment opportunities or practices on the basis of actual or perceived race, color, religion, national origin, sex (including pregnancy, childbirth or related medical conditions), age, marital status, sexual orientation, gender identity or expression, veteran status, uniform service member status, disability or any other characteristic protected by law.
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