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Operations Manager 
 
The Company: 
The Boys and Girls Clubs of Central Vancouver Island (BGCCVI) is Vancouver Island’s largest childcare provider and is trusted by more 
parents than any other childcare provider.  The BGCCVI is a registered non-profit and charitable organization serving over 1000 
children, youth and families in Comox, Courtenay, Lantzville, Nanaimo and Ladysmith through enriching childcare and youth 
programs in 14 locations.   

Boys and Girls Clubs staff are trained, passionate, and dedicated. They build self-esteem by empowering participants to help shape 
programs and share their ideas. Through these opportunities, children and youth are given the chance to develop life and leadership 
skills and learn how to contribute to Clubs and their communities.  As caring adult role models, BGCCVI Staff build healthy, 
supportive relationships with children and youth, which in turn can positively influence the life path they choose. 

The Position: 
The Operations Manager is responsible for the development, implementation and maintenance of organizational assets including 
but not limited to facilities, vehicles and technology (laptops, computers, phones, printers etc.)   The Operations Manager works 
with the organizational Directors to ensure that all facilities, vehicles and other assets support organizational operations. 
 
This is a part-time (30+ hours per week) position, reporting to the Executive Director, Karen Love.  

The duties of this position include:  
✓ Develop, implement and embed strategies to ensure that the organization’s facilities, fleet and technology assets support 

club & administrative operations 
✓ In collaboration with the Executive Director work with lessees of BGCCVI’s owned properties to support their needs whilst 

maximizing value to the organization through a proactive facilities management program. 
✓ Provide clear and concise communication in all aspects of the role within the organization and to external service providers, 

funders etc. 
✓ As an integral member of JOHSC oversee bi-annual external inspections of BGCCVI program and administrative locations. 
✓ Source relationships that decrease the cost of operating organizational assets. 
✓ In collaboration with the organizational agency providers, ensure all insurance needs are met, including annual renewals, 

required certificates of insurance and answering any insurance requests or questions. 
 

The successful candidate must meet the following requirements: 
✓ Successful completion of a degree or diploma in recreation facility management, facility management, or related field such 

as Procurement. 
✓ 3-5 years of experience in a facility, transportation, asset management role. 
✓ Working knowledge of Occupational Health and Safety Standards, including WorkSafeBC, Community Care Licensing, CARF 

or interest in learning. 
✓ Excellent project management, organizational, and computer skills (specifically Microsoft and Google Drive). 

 
Salary: $23.00 per hour 
Location: Nanaimo, B.C. 
Posting Expires: July 31, 2020 

 
Please send your cover letter and resume to careers@bgccvi.com quoting the job posting number 20200036 in the title. We thank all 
applicants in advance for their interest however, only those applicants who are short listed for an interview will be contacted. 
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