
Open Now:​
Operations Manager  

 
Department: Administration 
Supported By: Executive Director 
Employment Type: Full-time, Exempt 
Work Arrangement: Onsite in Santa Barbara office, Monday–Friday, 9AM-5PM    
FLSA Status: Exempt 
Compensation: $72,384–$76,440 annually, depending on experience   
Last Updated: 9/7/2026 

About Us​
Wilderness Youth Project (W.Y.P.), founded in 1999, nurtures smarter, healthier, and happier 
children who feel a sustained connection to nature and are peaceful, self-aware community 
members. W.Y.P. connects kids to nature in small groups guided by skilled mentors during 
the school day, after school, and in summer. We know that all children need nature: not just 
those whose families have privilege and easy access, and not only those of a certain race, 
economic class, culture, gender, sexual identity, language, or set of abilities. 

About This Job ​
The Operations Manager provides day-to-day operational leadership for WYP, focused on 
office management and administrative support for the whole organization: programs, van 
fleet, registration, development, outreach, our Community Accountability program (CAAA), 
and Directors. WYP's office is not just a workspace: it's a beautiful, welcoming space that 
shapes how staff, families, and visitors experience the organization, and this role helps 
steward that space. 

This is a hands-on, in-the-office role. The Operations Manager works closely with Program 
Managers, Vanguard Fleet Manager, Registration Coordinators, the Development team, and 
staff across the organization to keep day-to-day operations effective and aligned with WYP's 
mission and culture. 

Essential Duties & Responsibilities 

Office Management 
●​ Own the day-to-day functioning of the Santa Barbara office: a clean, functional, 

welcoming physical space for staff, families, and visitors. 
●​ Support the Registrar Coordinator in offering exceptional customer service and 

ensure there is office and phone coverage during regular office hours, Monday 
through Friday. This includes the ability to fill in on some of these roles when 
needed. 

●​ Take pride in and help maintain what is genuinely one of WYP's beautiful, 
welcoming office space.   

●​ Update and maintain administrative processes and systems that reduce friction 
and confusion for staff across departments. 
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Vanguard (Transportation & Fleet): Team Member 
●​ Actively join the  Transportation & Fleet Management Team to support the Fleet 

Manager and Transportation Coordinator, who oversee WYP's 17-vehicle fleet, 
transportation compliance, driver training, and transportation logistics. 

●​ Be a sounding board on fleet budget, vendor relationships, and major vehicle 
purchase or replacement decisions, without formal authority over that 
function. 

●​ Help keep transportation safety culture and regulatory compliance visible as an 
organizational priority, in partnership with Fleet Manager rather than through 
direct oversight. 

●​ Support planning for and executing the summer transportation program, an 
area the organization has identified as needing dedicated attention. 

●​ Stay current on emerging tools and technology trends relevant to nonprofit 
operations, and proactively bring recommendations for where W.Y.P. could work 
smarter. 

Project Coordination & Team Support 
●​ Provide direct administrative support to all W.Y.P. teams. 
●​ Model a work style that values operational rigor alongside genuine human 

connection. 
●​ Lead or support special projects. 

Injury and Illness Prevention 
●​ Partner with the Programs team on the on-the-ground side of staff safety: help 

identify and correct hazards at offices, vehicles, and outdoor/wilderness 
program sites; document injuries, illnesses, and near-misses and use findings 
to drive corrective action. The organization's written Injury and Illness 
Prevention Program, safety training records, and Cal/OSHA compliance live with 
the interim HR support — this role implements the field-facing pieces in 
collaboration with Programs. 

Organizational Collaboration 
●​ Collaborate cross-departmentally with Program, Development, Registration, and 

Finance to keep administrative systems aligned with program delivery and 
organizational strategy. 

●​ Contribute to a positive organizational culture that protects what makes W.Y.P. 
feel, in the words of outside partners, like "an island of sanity." 

Additional Responsibilities 
●​ Represent W.Y.P. professionally in community and partner relationships as 

needed. 
●​ Attend organizational events, trainings, and meetings as needed. 
●​ Perform other duties as assigned to support the organization's success. 

Qualifications & Skills 
We're looking for someone with real strength in systems and a genuine excitement for 
technology, alongside real operational rigor and authentic care for the people and spaces 
around them. 

Required 
●​ Genuine curiosity about emerging technology and new tools. 

2/3 



●​ Demonstrated ability to build and maintain effective operational systems, with 
genuine enthusiasm for the systems work itself, not just tolerance for it. 

●​ Proven experience in nonprofit or business operations. 
●​ Proficiency with common categories of workplace software, CRM/constituent 

management platforms, cloud-based productivity and collaboration suites, 
project management tools, and team communication platforms. 

●​ Strong written, verbal, and interpersonal communication skills. 
●​ Comfortable and energized by an in-person, Monday–Friday, in-office role with 

day-to-day hands-on execution, not a remote or delegate-only position. 
●​ Highly organized, with strong project-management and problem-solving skills 

across a genuinely varied set of functional areas. 

Preferred 

●​ Bilingual (English/Spanish) 

Education & Work Experience 

Required 
●​ Bachelor's degree or equivalent combination of education, work, and life 

experience. 
●​ 4+ years of nonprofit administration or operations experience. 

Preferred 
●​ Experience working in mission-driven, community-based, or youth-serving 

organizations. 
●​ Experience in a nonprofit or business navigating structural change. 

Compensation & Benefits 

●​ Full-time, exempt position, calculated on a 35-hour week 
●​ $72,384–$76,440 annually, depending on experience and tenure 
●​ Comprehensive benefits package as outlined in the W.Y.P .Employee Handbook. 

How to Apply 
1.​ Confirm you meet the required qualifications and work experience as listed above. 
2.​ Complete our Operations Manager Application. 
3.​ Submit the following materials via e-mail attachment in the PDF file format to Michelle 

Howard at opsmgr@wyp.org. Initial correspondence via e-mail is preferred.  
●​ Cover letter that addresses the alignment of your experience and interests 
●​ Resume 
●​ List of 3-5 references.  

 
We will review applications on a rolling basis, and this posting stays open until the role is filled. We're 
aiming for an early December 2026 start. 
 

  
 
 
WYP is committed to granting equal employment opportunities to all qualified persons. 
Affirmative action considerations will be used in the selection process.  
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https://docs.google.com/document/d/1jrq0UHOnfGAMF96RMq_OF9NvHBIev-k3I8NVwuIeyHA/edit?usp=sharing
https://forms.gle/p6W1HJz8o7fe3fMc7
https://www.eeoc.gov/employers
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