
Team and Operations Manager 
Carpenter Art Garden is a non-profit organization in Memphis, Tennessee. Our mission is 
working with the children of Binghampton to promote each one's creativity and self-worth 
through exposure to artistic, educational, and vocational programs. We partner with the 
Binghampton community to develop and implement vibrant programs that cultivate creativity, a 
love of learning, relationship-building, leadership, and neighborhood pride. 
 
As the team and operations manager, you will oversee the efficient and effective day-to-day Art 
Garden operations including leading the team, managing program operations, and community 
and board relations. 

Responsibilities 
Leading the Team 

● Create an inspiring team environment with an open communication culture. 
● Set clear goals for program areas and team members. 
● Delegate tasks, prioritize, and set deadlines. 
● Oversee team performance and mentor, coach, and give feedback to help drive 

accountability. 
● Provide weekly reports summarizing team focus areas and accomplishments and/or 

issues to the Executive Director.  
● Collaborate with the Executive Director to develop agendas for regular staff meetings. 
● Organize team building and staff development activities. 
● Maintain the employee handbook of team policies and procedures. 
● Work with our back office partners to implement human resources policies, procedures, 

and practices. 
● Recruit, interview, and select new staff members. 
● Schedule hourly staff and approve payroll.  
● Ensure new staff and volunteers are oriented and trained appropriately. 
● Conduct annual performance reviews. 
● Create performance improvement plans. 
● Discipline and/or discharge staff as appropriate. 

 
Managing Program Operations 

● Monitor the day-to-day delivery of intervention (i.e. non-art) programs to maintain or 
improve their effectiveness. 

● Develop an operational plan that incorporates all programming in accordance with the 
Art Garden’s strategic goals. 

● Help conduct data-based assessments to include measuring, collecting, and analyzing 
data regarding programs’ functioning. 

● Prepare reports on the functioning of all Art Garden programs (e.g. effectiveness, costs, 
outcomes) for the Executive Director/board. 



● Ensure all programs adhere to the Art Garden’s daily administrative and employment 
policies and practices. 

● Prepare program budgets in consultation with the Program Director. 
● Oversee the planning, implementation, execution, and evaluation of special projects 

(e.g. fundraising, product sales).  
● Explore non-profit “best practices” for possible incorporation into Art Garden programs 

and operations. 
 
Community and Board Relations 

● Represents the Art Garden at community events to enhance the organization’s local 
profile and support. 

● Establish and participate in community partnerships to support the Art Garden’s team 
and programs (e.g. local vendors, contractors, businesses, other non-profit 
organizations). 

● Identify, assess, and inform the Executive Director/Board of internal and external issues 
that affect the organization. 

● Serves as an advisor to the Executive Director/Board on all non-art aspects of the CAG’s 
operations. 

● Serves as liaison between staff members and the Executive Director/Board. 

Must Haves 
● 8–10 years of work experience as a team leader, supervisor, or manager 
● Knowledge of non-profit program operations and experience working with children is a 

plus 
● Degree in Non-Profit Management is a plus 
● Legally eligible to work in the United States 

Skills 
You are a leader.  
You are skilled at accomplishing things through other people. You can provide leadership for 
peers, team members, and partners. 
 
You have proven experience.  
You have more than ten years of direct experience as a team leader, supervisor, or manager.   
 
You stay on top of it all. 
You have excellent communication skills, both while speaking and in writing. You have 
professional candor and you're great at resolving problems quickly and effectively. You help 
connect the dots across different programs and can effectively communicate the “why” behind 
the “what” for big initiatives and the small essentials. 
 
You work well with people. 



You have experience working with a diverse team and celebrate individuality. You're attuned to 
the inherent challenges of building and maintaining a sustainable non-profit and understand the 
importance of keeping the team motivated and on track. 
 
You're a team player. 
You're confident in your skills and not afraid to speak your mind, but you know how to put the 
team first. 

How to Apply 
Email your resume and cover letter to Henry Nelson, Executive Director, 
henry@carpenterartgarden.org 
 


