
 
 
Associate, Operations  

 
DEPARTMENT:  Operations 
 
REPORTS TO:  Director, Site Operations 

 
PRIMARY RESPONSIBILITIES:  

The Associate, Operations position has the overall responsibility to support all onsite operations to ensure a high standard of 
program & operational excellence for the JA Chick-fil-A Foundation Discovery Center so that the organization can deepen the 
JA experience and strengthen the JA brand.  The JA Chick-fil-A Foundation Discovery Center is a 50,000 sq. ft. facility that 
serves 30,000+ local middle school students annually with authentic, relevant and experiential economic education simulations.  
In addition, the JA Chick-fil-A Foundation Discovery Center serves as a hub of frequent business and community events in 
connection with the 50+ corporate partners involved in the initiative. 
 
Program Quality 

 Coordinate daily activities at JA Discovery Center to ensure that programs run smoothly, such as bus arrival/departure, 
parking, lunches/refreshments, security, special events, etc. 

 Ensure the facility provides a safe and secure learning environment for students at all times (opening, closing, emergencies) 

 Oversee daily reset of all simulation spaces to ensure programs are in a constant state of operational readiness. 

 Manage inventory of simulation materials to ensure sufficient supplies, restocking as necessary 

 Provide feedback and ideas to improve on JA BizTown and JA Finance Park onsite programs.  

 Be sufficiently knowledgeable of JA BizTown and JA Finance Park simulations to serve as a substitute facilitator for 
volunteer training and simulations when needed. 
 

Program Sustainability 

 Supervise custodial, preventative maintenance and basic repairs of all physical assets of JA Discovery Center, coordinating 
with vendors as necessary. 

 Ensure all technology used in simulations and facility are functioning properly and provide basic troubleshooting. 

 Coordinate lunches with Chick-fil-A for all simulation guests and minimize surplus/wastage. 

 Hire, train, and manage part-time staff for security desk, event support and simulation support.  
 
Constituent Experience/Service 

 Deliver a best-in-class experience to all JA constituents, including students, volunteers, educators and guests. 

 Be a responsible steward of partner organizations brand and resources. 

 Proactively develop and provide options and answers during unexpected obstacles; continually maintain an attitude of 
resourcefulness and adaptability.   

 

 

Required:  

Bachelors degree and 2+ years operations/venue management or related experience; ability to create strategies to balance short-
term requirements with long-range business plans; works well in a team environment; strong computer skills; ability to build and 
sustain relationships, proficiency in customer service 

 
This position description in no way states or implies that these are the only duties to be performed by the employee occupying 
this position. Employees will be required to follow any other job related duties required by their supervisor. This document 
does not create an employment contract implied or otherwise, other than an "at-will" relationship. 


