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Director of Operations 
Vancouver, BC 

 

About Us  

Founded by Holocaust survivors in 1994, the Vancouver Holocaust Education Centre (VHEC) 
is Western Canada’s leading Holocaust teaching museum, engaging more than 25,000 
students and teachers annually. The VHEC’s mission is to promote human rights, social 
justice and genocide awareness through education and remembrance of the Holocaust.  
 
We produce acclaimed original exhibitions, onsite and online school programs, teaching 
materials and public events. The VHEC also maintains a museum collection and archives, 
Holocaust survivor testimony project, and a library and resource centre. 
 
With an ambitious expansion on the horizon as part of the JWest redevelopment project, 
the VHEC is poised to expand its reach and ensure that the lessons of the Holocaust engage 
future generations of British Columbians. 
 
For a view into our mission, please visit www.vhec.org.  

The Opportunity 

Posting Number:  22 Posting Date:   Apr 27, 2022 Application Deadline:  May 13 

Position Status:  Full-Time Hours/Week:  36.5 Remote Work:  Up to 20%   

 
The VHEC is seeking a Director of Operations to join our vibrant and agile team to provide 
operational support across the Centre’s core functions.  

Reporting to the Executive Director, the Director of Operations is responsible for Finance, 
Administration, IT, and HR. This role is the hub of the VHEC, understands all the pieces and how they 
connect, and allows the team to thrive and focus on strategy and execution.  

The Operations staff includes an Administrator, part-time bookkeeper, and an outsourced IT service 
provider.  

HOLOCAUST-BASED 
ANTI-RACISM EDUCATION 

Commemorating the past  
& educating for the future 

https://www.jwestnow.com/
http://www.vhec.org/
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The short-term mandate for this position is to conduct a review of the various support functions at 
the VHEC to optimize service levels, efficiency, and effectiveness in support of the organization’s 
strategic plan and significant growth.   

This newly created position is ideal for a seasoned operations professional with a finance 
background, or a keen Comptroller with strong exposure to all four areas of operations, who wants 
to gain horizontal experience in a senior operations role.     

WORK LIFE  
With the support of the Operations team, your work life will include: 

SHORT-TERM 

• Gain a deep understanding of the business of the VHEC 
• Conduct an in-depth review of the Operations function 
• Create an Operations plan 

ONGOING 

• Leads and provides direction to Operations staff 
• Oversees: 

o Clerical accounting 
o Administration 
o Grant writing & reporting 
o Integrated intranet/project management/communications/calendaring platform(s) 
o CRM and accounting databases and data integrity 
o Records management 

Finance & Administration 

• Finance Committee of the Board of Directors 
• Financial statements 
• Budgets, modelling, report writing 
• Annual review engagement (audit) 
• Contracts management 
• Compliance with legal and regulatory requirements 
• Endowment funds 

IT 

• Technology strategy/planning/audit 
• Oversees IT service provider 

Human Resources 

• Remote & hybrid work management 
• HR policies & employee manual 
• Volunteer strategy & management 
• Performance management, recognition & retention 

COMPENSATION 
Salary will reflect level of experience.  
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BENEFITS & PERKS 
• Competitive benefits package 
• 10 health days/year 
• Flexible hours  
• 3 PM close every Friday in December 
• 4 weeks of vacation  

• December holiday shutdown 
• Observation of Jewish holidays in 

addition to statutory holidays. (As much 
as an additional 18 paid days off a year.)  

 

About You         

Accounting and numbers are likely your first love, but you are equally entrepreneurial and strategic 
and enjoy throwing yourself into a challenging start-up role. You are not afraid of hard work and 
have the intellectual horsepower and stamina to dig deep and quickly understand what’s needed.  

You are passionate about leveraging technology to increase efficiencies and service levels and are 
resourceful and creative in finding solutions that fit the budget. 

You believe that people are an organization’s top priority and understand the value of the HR 
function, working well with diverse teams and balancing the needs of multiple stakeholders. 

Most of all, you are known as a dedicated manager and inspire your team and those around you to 
meet or exceed established goals.      

You have the following: 

Required Preferred 

0BEXPERIENCE 

• A minimum of 4 years in a senior finance 
role leading staff 

• Strong exposure or theoretical knowledge 
of 4 areas in Operations 

• Experience in a senior operations role 
• Experience in the not-for-profit sector 
• Experience conducting an operations audit 
• Experience with IT strategy/planning/audit 
• Experience in HR management 

1BEDUCATION 

• Professional accounting designation • Supplementary designation in HR, IT, 
records or business management 

2BSKILLS 

• A-Z accounting practices & financial 
statements 

• Budgets & modelling 
• Proficiency with Microsoft Office suite, 

particularly Excel 
• Database and accounting software 

proficiency 
• Proven people management skills 

• Microsoft 365 workflow features  
• Familiarity with Sage 
• Familiarity with CRM, preferably Raiser’s 

Edge 
• Project management software familiarity 
• Grant writing & reporting experience 
• Policy and procedure writing experience 
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    APTITUDE & DISPOSITION 

• Strategic focus 
• Intellectual horsepower & critical thinking 
• Interpersonal & communication skills 
• Problem solving 
• Ethics & integrity 

• Analytical  
• Tenacity & drive for results  
• Business acumen  
• Customer service 

 

How to Apply            

If this sounds like you, we would love to hear from you. Please email your cover letter and resume in 
one file to jobs@vhec.org quoting Director of Operations in the subject line, on or before May 13, 
2022. Your application will be handled with utmost discretion and confidentiality.  

All applicants will receive an automated email response confirming receipt of their application 
submission.  

A criminal background check will be conducted for all final stage candidates.  

The VHEC is an equal opportunities employer and encourages applications from Canada’s federal job 
equity groups: women, Aboriginal peoples, persons with disabilities and members of visible 
minorities. 

We sincerely thank all applicants for their interest in the VHEC. Only those shortlisted for an 
interview will be contacted. 

mailto:jobs@vhec.org
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