
Chief Opera+ng Officer (COO) Job Descrip+on 

We are looking for an ambi/ous and self-driven Chief Opera/ng Officer 
(COO) to join our team! As Chief Opera/ng Officer (COO) at HopeWorks, a 
Chris/an faith-based 501c3 organiza/on, you will be responsible for 
overseeing the overall business opera/ons strategy as this is crucial for our 
growth and success.  

The COO is a crucial member of our senior management team, who reports 
to the Chief Execu/ve Officer (CEO). In this posi/on, you’ll have to manage 
and control diverse business opera/on and func/on, so we expect you to be 
a hardworking and inspiring leader. 

If you, in addi/on, have great people skills, excellent business acumen, are 
self-driven and have an outstanding work ethic, we would love to hear from 
you!   

COO – Responsibili+es 
• Design, plan and implement business strategies, plans and 

procedures 
• Set comprehensive goals for business growth and success 
• Establish policies and procedures that promote company culture    

and vision 
• Oversee daily opera/ons and the work of execu/ves (Opera/ons, 

Student Services, Adult Educa/on, Administra/on, Human Resources, 
Finance).  Ensure compliance of all objec/ves of Federal, State and 
Local grants.  

• Lead employees to encourage maximum performance and 
dedica/on  

• Analyze and interpret data and metrics 
• Create reports to the CEO in all maUers of importance 
• Take the lead in expansion ac/vi/es  
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COO – Requirements  
• Previous working experience as COO or relevant role for 5 years 
• BS/BA in Business Administra/on or similar relevant field: MS/MA/

MBA is a plus 
• In-depth knowledge of different business func/ons such as HR, 

Finance, marke/ng etc. 
• Hands on experience in fundraising, strategic planning and business 

development 
• Good knowledge of data analysis and KPIs 
• Familiarity IT/Business infrastructure 
• Outstanding organiza/onal, /me management, interpersonal and 

leadership skills  
• Great communica/on and presenta/on skills 
• Problem-solving mindset 

    

  
  
   

PO Box 22999, 3337 Summer Ave.  ▪   Memphis, TN 38122   ▪   901-272-3700


