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Position Description
	
	

	Position Title:
	Center Manager
	

	Location:
	Amma Parenting Center
3511 Hazleton Road

Edina, MN 55435
	

	Manager:

	Sara Pearce
	

	Date Prepared:
	March 2015
	


Statement of Employee Conduct and Behavioral Expectations:

As an employee, the Center Associate will support the mission of Amma Parenting Center and be familiar with and abide by all of Amma Parenting Center’s policies and procedures. Amma Parenting Center employees will conduct themselves in a manner that reflects the values of Amma Parenting Center.

Position Summary:

The Center Manager oversees and participates in the daily operations at the Amma Parenting Center location in Edina, including the management of the Center Associate staff. She also helps coordinate general operations and manages the invoicing process of our corporate partnerships.

The Center Manager also completes the duties of a Center Associate in a backup capacity, during busy times in the center as well as in the event of short staffing.

This salaried position requires 30 hours a week, the majority of which would be at the Amma Edina center. The Center Manager will be given a company laptop for use both at the center and for work at home.
Compensation: $35,000 - $38,000 per year
Tasks and Responsibilities:
1. Member of management team

a. Participate in regular and ad hoc meetings with the other managers and Sara

b. Important part of strategic discussions and decisions

c. Represent Amma Parenting Center to the community in both the center and at events off site where needed

d. Participate in appropriate budget planning and maintenance in conjunction with Sara Pearce and the accountant

2. Oversee operations of the center together with Terri Hafner (Director of Retail) and Sara Pearce, including:

a. Maintenance and repairs for center facilities, including Av equipment

b. Procedures relating to classroom setup and maintenance

c. Develop and maintain processes & procedures for center operations. Maintain the guidebooks for the Center Associate staff. Document and train Center Associate staff on new or changed policies, classes, procedures, and processes.

d. Thorough knowledge of our software systems (MindBody, PayPal, and Wordpress), including class operations, retail operations, report generation, and troubleshooting support

e. Knowledge of our programming and retail selections

f. Communications across the different teams (retail, Center Associates, New Parent instructors, and Prenatal instructors)

g. Plan and execute special events together with Terri, including ensuring staffing and personally staying onsite to manage the event when necessary
h. Manage procedures relating to center closings, both scheduled and unexpected (ie, in the case of inclement weather)

i. Coordinate scheduling and meeting needs of guest lecturers and special workshops. Collect Service Agreements where appropriate. Work in coordination with management team to settle financial obligations to guest lecturers. Maintain the wait list for guest lectures and special events. 

j. Billing and invoicing for UCare, Methodist, and Fairview

k. Respond to client problems with online learning programs, including payment and registration issues
3. Manage the Center Associate staff, including:

a. Ad hoc support for staffers during their shifts. Requires some time every day and being available during Amma’s operating hours so staff can reach you with urgent needs.

b. Overseeing training and development of new and existing staff, including annual performance reviews

c. Cover the center as a Center Associate when there are unresolved gaps in the schedule or with sick employees or other unexpected events. Cover short term situations like vacations or maternity leaves.

d. Staff updates, newsletters, and meetings two times a year

e. Hiring, firing and corrective action

f. Fostering an environment of open communication and healthy conflict resolution

4. Manage client special situations

a. Resolve client problems and issues regarding retail, facilities, class registrations, or other experiences. Refer clients to appropriate education director when necessary

b. Be the front line for conflict resolution with clients and refer to education directors or Sara when appropriate

c. Create and maintain a culture of client centeredness and responsiveness
5. Business and performance analysis

a. Ad hoc and regular analysis of projects and growth planning

b. Oversee budget and spending of center operations
Requirements:

*The Center Manager must have management and operational experience. A bachelor’s degree or higher is required for this position. Knowledge of office writing and computing software (Microsoft Word and Excel), or a willingness to learn them, is a requirement.
The ideal candidate will have:

*The ability to dedicate 30 hours a week to Amma, mostly at the Edina center and possibly sometimes at the St Paul center as needed. 

*The ability to respond to phone calls promptly on evenings and weekends when urgent situations arise (ie, if the Center Associate has an urgent issue, or inclement weather arises).
*Experience in a customer focused environment, and the interpersonal skills needed to create and sustain such an environment

*Experience managing a staff of people
*The ability to be a self starter who gets things done with little oversight needed, and the resourcefulness to problem solve independently

*Exceptional attention to detail, superior organization, and outstanding follow-through skills

*Strong computer skills

*Strong communication skills

*Strong conflict resolution skills

*Comfort with change and the ability to adapt quickly to new systems, processes and technology

*A flexible and adventurous attitude about working at a small business

*Commitment to the company mission of serving women, infants and families

