
	

	

 
JOB TITLE:  Director of Operations                                      
LOCATION:  Golden Gate 
REPORTS TO:  Regional Director 
FLSA STATUS:  Exempt 
 
About NatureBridge 
Founded in 1971, NatureBridge provides environmental science programs for students in the 
world’s best classrooms—our national parks. Our mission is to foster environmental literacy to 
sustain our planet. Our programs do so by exposing students to the wonder and science of 
nature and inspiring the stewards of tomorrow. As the largest residential education partner of 
the National Park Service, NatureBridge serves more than 30,000 students and their teachers 
each year and offers programs in six national parks: Yosemite National Park, Golden Gate 
National Recreation Area, Olympic National Park, Santa Monica Mountains National Recreation 
Area, Channel Islands National Park, and Prince William Forest Park. In order to further our 
mission, NatureBridge is committed to supporting diversity, equity, and inclusion and to 
promoting equal opportunity for students and staff in the field of environmental education. For 
more information, visit: naturebridge.org 

At the Golden Gate campus, NatureBridge runs a conference and retreat center that supports 
our educational programs. By opening our space to group retreats, we are able to further our 
mission of fostering environmental literacy to sustain our planet.   

Summary 
This position leads the Operations Team is an integral part of all NatureBridge programs at our 
Golden Gate campus. The team provides exceptional customer service for all Conference, 
Environmental Science, and Coastal Camp guests. It does so by accurately and efficiently 
managing complex logistics for all groups attending programs, ensuring a welcoming and 
supportive  atmosphere for guests while on site, and coordinating closely with other campus 
departments, including Sales, Education, Facilities, and Food Service to ensure a seamless 
customer experience.  

All members of the NatureBridge Operations Team - managers, directors, and site staff -  hold 
key functions that are essential to the team’s goals. The Director of Operations is responsible 
for leading, managing, and overseeing the operational integrity of all NatureBridge programs in 
the Golden Gate National Recreation Area. The Director of Operations serves as the site lead 
on the integrated CRM between all NatureBridge Golden Gate departments, including facilities 
and food service, education and sales. The Director of Operations reports to the Golden Gate 
Director. 

To ensure the smooth execution of all program logistics, the Director of Operations relies on a 
team that includes the three Operations Managers, plus a team of Site Managers, Hosts, and 
Evening Support Specialists. Key to the position is maintaining a collaborative relationship with 
the other directors on the Golden Gate Leadership Team, including the Director of Education, 
Director of Sales, and the Director of Facilities and Food Service. 
 
Primary Duties and Responsibilities  

● Oversees the hiring, training, and supervision of the Operations Managers 
● Create, manage, and monitor annual operations budgets, and participates in fiscal year 



	

planning as a member of the Golden Gate Leadership Team 
● Participate in and share responsibilities of the Golden Gate Leadership Team 
● Lead interdepartmental utilization of the integrated CRM, lead trainer for staff on site 
● Facilitate cross-departmental teams on the development and improvement of Working 

Agreements for operations success 
● Facilitate cross-departmental teams on the development and improvement of logistical 

information materials that convey a professional, first-rate image of the NatureBridge 
brand and enhances customer preparation 

● Ensure a high level of customer service for all customer groups; actively solicits 
feedback, reviews program evaluations, and modifies service where appropriate 

● Regularly communicate with trip coordinators to determine needed logistics and set 
expectations for overall retreat/program outcomes 

● Support the ongoing refinement of the environmental science and conference operations 
recruiting, hiring, retention, and staff assessment activities 

● Support the Golden Gate Director in fulfilling NatureBridge’s development functions, 
including assisting in the cultivation of potential donors and partners, planning and 
implementing funded projects, coordinating the gathering of information for grant 
reporting, and coordinating site visits 

● Manage interdepartmental logistics and support for Golden Gate administrative and 
office functions 

● Facilitate monthly administrative team meetings and trainings 
● Represent the environmental science and conference operations departments at Board 

meetings 
● Perform all other duties as assigned by supervisor 

 
Experience, Competencies and Education 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or 
ability required. 
 
The ideal candidate can demonstrate the following: 

● Two or more years of experience using Salesforce 
● Bachelor’s Degree or higher 
● Four to ten years of experience in nonprofit management, or equivalent combination of 

education and experience 
● Talent for juggling complex logistics with an obsessive eye for detail 
● Strong, solutions-oriented systems thinker 
● Demonstrated leadership vision and follow-through 
● Ability to see operational needs and keep a step ahead 
● Significant experience supervising individuals and teams 
● Proven communication and coaching/mentoring skills 
● Exemplary budget and project management skills 
● Experience in crisis management and communications preferred 
● Exceptional writing, editing, and public speaking skills 
● Willingness to travel and work occasional evenings and weekends 

 
Supervisory Responsibilities 
This position directly supervises three Operations Managers. 
 
 



	

 
Working Conditions 
This job operates both in a professional office environment and in an outdoor setting. This role 
routinely uses standard office equipment such as computers, phones, photocopiers, filing 
cabinets and fax machines. While performing the duties of this job, the employee is exposed to 
weather conditions prevalent at the time.  The noise level in the work environment is usually 
moderate. 
 
Physical Demands 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing duties of this job, the employee is required to regularly stand; walk up to 7 
miles on uneven terrain; sit; use hands to finger, handle, or feel objects, tools, or controls; reach 
with hands and arms; climb and balance; stoop, kneel, crouch, and crawl; talk, hear, taste and 
smell.  The employee must occasionally lift and/or move up to 25 pounds.  Specific vision 
abilities required by the job include close vision, distance vision, color vision, peripheral vision, 
depth perception and the ability to adjust focus. 
  
Application Process  
Recruiting and retaining a diverse workforce is a high priority. We strive to diversify our 
workforce and seek applications by individuals from all backgrounds. Interested individuals 
should submit a letter of interest and resume. To apply send a resume and cover letter to 
gogaoperationsdirectorsearch@naturebridge.org. No calls, faxes, or printed materials please. 
No agencies please. Applications will be reviewed on a rolling basis. Position is open until filled. 
Looking for immediate hire, contingent on successful background check and fingerprinting 

 


