
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ASSOCIATE EXECUTIVE DIRECTOR FOR OPERATIONS 
 

Job Description 
The Associate Executive Director for Operations reports to the Executive Director of the Buffett Early 
Childhood Institute. The position provides leadership in the areas of operational efficiency, financial 
management, and staffing. As a member of the Institute’s executive leadership team, this position 
functions as a business thought partner, planner, and collaborator with the Executive Director and the 
Associate Executive Director for Strategy and External Affairs with a focus on the full range of internal 
organizational issues and responsibilities facing the Institute. 

 

Buffett Early Childhood Institute Profile 
Envisioned as a new model for how public higher education is engaged in the first years of life, the 
Buffett Early Childhood Institute is a four-campus, university-wide, multidisciplinary research, education, 
outreach, and policy institute of the University of Nebraska committed to helping transform early 
childhood development and education in Nebraska and across the nation. The long-term goal of the 
Institute is to be a leading center where scholars, practitioners, community members, and policymakers 
collaborate to advance a unified approach that can improve the lives of young children and families and 
the systems that support them. 

 
Applicants should note that the goals of the Institute are both university- and state-wide, but the 
Institute’s administrative home is at the University of Nebraska at Omaha. This position will work 
primarily out of the Omaha office but may have additional university-wide responsibilities. 

 
Job Responsibilities 

 Oversee all day-to-day internal operations of the Institute. 

 With the Executive Director and the Associate Executive Director for Strategy and External Affairs 
form a three-person leadership team that strategizes, plans, and oversees execution of the 
Institute’s work. Provide essential information to support budget and fiscal planning. 

 Focus on internal operational efficiencies of the Institute with particular attention to project 
management, goal-setting, staffing, and financial management. 

 Understand and establish staffing objectives and oversee the creation and implementation of 
administrative systems and operational procedures. 

 Plan, execute, troubleshoot, and create critical infrastructure so the organization can function 
effectively, efficiently, and with high levels of job satisfaction and performance. 

 Provide cross-functional leadership and support to integrate siloed activities. 

 Oversee development of the Institute’s annual budget working closely with the Director of Finance 
and Institute directors. 

 Provide operational leadership to the Director of Finance and oversee budget and finance processes 
and systems to ensure effective financial controls are in place. 

 Interface with University of Nebraska Administration and campuses on budget and fiscal affairs and 
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other business matters related to operational leadership and administration concerning the Institute. 

 Responsible for all HR and hiring processes, including diversity initiatives, staff training, and 
development. 

 Supervise the Institute’s administrative staff, Director of Finance, IT/AV Specialist, and Receptionist, 
and assume informal responsibility for the Conferences and Special Projects Manager. 

 Coordinate operational meetings to include, but not be limited to, the Directors’ weekly meetings, 
staff meetings, and periodic retreats. Responsible for agendas and resource materials. Leverage the 
expertise of others to build commitment and community among staff. 

 Implement and manage strategies for project management. Lead annual planning process for the 
Institute and collaborate with fellow directors in developing work plans and reporting on progress. 

 Track and report progress on implementing Institute’s strategic plan. 

 As a member of the leadership team, ensure staff are informed and engaged in the work of the 
Institute and create an inclusive, collaborative, and supportive workplace culture. 

 Assume other responsibilities as assigned by the Executive Director. 
 

Requirements 
 Bachelor’s degree is required, an emphasis in business administration, project management, and 

finance is preferred. Master’s degree desirable. 

 Six to eight years of proven senior level experience leading business operations, project 
management, and financial management in a dynamic, growing organization is required. Experience 
in higher education desirable. 

 Proven organizational and leadership skills with ability to understand complex issues and help lead 
an organization to work collaboratively and across units to realize operational potential. 

 Experience in developing administrative systems and processes for an organization and providing 
project management support to a fast-growing organization. 

 Demonstrated competence in strategic planning, organizational development, financial oversight, 
and human relations. 

 Strong decision-making skills with demonstrated leadership in a collaborative environment. 

 Demonstrated success in managing, supporting, and motivating staff; strong supervisory skills. 

 Excellent interpersonal, verbal, and written communication skills. 

 Ability to work in a fast-paced environment, managing multiple priorities and working well under 
pressure with strict deadlines. 

 Excellent analytical and problem-solving skills. 

 
 

How to Apply 
Application review begins immediately and continues until position is filled. Applications processed 
through the online job posting at https://careers.nebraska.edu. Follow instructions to complete the 
standard application. Along with the application, attach a cover letter, resume, and contact information 
for three professional references. 

 
Direct questions about the position to: humanresources@nebraska.edu. Direct questions about the 
online application process to: (402) 472-3701. The University of Nebraska is an Affirmative 
Action/Equal Opportunity Employer and participates in E-Verify. 
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