
JOB DESCRIPTION 
Manager, Career Catalyst Business Operations 

Category:           Full-time, Exempt 
Supervisor:        Manager, Education to Work Partnerships 
Date Created:   11/7/2019 

Join a highly creative and collaborative team working together to benefit, support, and enhance the California 
Community Colleges—the largest and most diverse system of higher education in the nation. Incorporated in 
1998, the Foundation for California Community Colleges (Foundation) is the official non-profit serving the 
California Community Colleges’ (CCC) system, Board of Governors, and the statewide Chancellor’s Office.  

The Foundation is the trusted partner of the California Community Colleges— facilitating collaboration, 
accelerating innovation, and increasing system wide resources.  

The Foundation’s Workforce Development Department (WDD) aims to ensure that all learners in California 
obtain the knowledge, skills, experiences, and networks needed to connect with meaningful work, expand 
career options, and increase economic and social mobility. WDD works in four primary areas (1) building 
capacity within K-12, college, apprenticeship, and workforce development systems to effectively serve 
learners and businesses; (2) serving as employer-of-record for paid work experience; (3) providing 
wraparound services resource development support; and (4) developing work-based learning models, tools, 
and technologies. This work is grounded in a commitment to strengthening systems connectivity, promoting 
career-relevant, learner-centric education and workforce solutions, and eliminating equity gaps in California.  

This position presents an exciting leadership opportunity in support of Career Catalyst, our employer-of-
record service. Career Catalyst provides new hire onboarding, payroll, workers’ compensation and liability 
coverage, and other assistance to organizations seeking to connect learners with short-term paid work 
experiences.  

Since its creation in 1998, Career Catalyst has helped facilitate more than 15,000 work experiences. The 
service is utilized by a range of organization types, including school districts, community colleges, workforce 
intermediaries, public agencies, private employers, etc. Learners supported by Career Catalyst are equally 
diverse, and many face significant barriers to employment, identifying with historically underrepresented 
groups, CalFresh benefits eligibility, former foster youth, individuals with disabilities, justice-involved, 
affected by natural disasters, and other specifications. Engaged industries span advanced manufacturing, 
information technology, healthcare, hospitality, film and media arts, natural resource management, education, 
youth development, public service, and many others. 



Job Purpose 
As a member of WDD, the Career Catalyst Business Operations Manager oversees all operational aspects of 
the Foundation’s Career Catalyst service. The Business Operations Manager is responsible for shaping and 
ensuring effective implementation of operational policies and procedures, supervises operations team 
members, collaborates closely with Career Catalyst Business Development and Support Teams (HR, Finance, 
Legal) leadership, and is a member of the more comprehensive WDD Management Team.  

Essential Job Duties/Responsibilities: 
● Responsible for effective management of all Career Catalyst business operations functions and

activities.
● Participates in WDD and Career Catalyst Strategic Plan development.
● Creates operational frameworks and workflow management strategies that maximize resources and

build capacity to meet established goals and objectives.
● Monitors staff capacity and assigns client activities to appropriate level operations staff; provides

initial guidance and conducts final review of any internal process documentation and all external
resources.

● Tracks and manages Career Catalyst budget and contract performance, with responsibility for
invoicing, formulating solutions to underperformance issues, and developing forecasts for internal
use.

● Serves as high-level client liaison to ensure quality service, client satisfaction, partner
roles/responsibilities adherence, retention, and profitability of contracts.

● Oversees basic contract renewal process and collaborates with business development team on terms
renegotiation.

● Supervises Operations staff goals and performance, identifies and facilitates development
opportunities, and promotes a positive team culture that is reflective of the broader Workforce
Development Team mission and culture.

● Partners closely with Business Development and Support Team Managers to ensure alignment and
identify and develop solutions to address service delivery or team performance issues.

● Partners with Support Team Managers to co-develop performance goals for staff supporting Career
Catalyst.

● Prepares and delivers presentations at external meetings and conferences as appropriate.

Level of Supervision: 
● Receives strategic guidance and direction on Career Catalyst business operations goals, team

development goals, and achievement of those goals from WDD’s Executive Director.
● Receives direction on organizational, WDD departmental, and individual goals from WDD’s

Executive Director.
● Evaluated annually based on the successful achievement of goals.



Knowledge, Skills, and Abilities: 
● Excellent business operations management, process improvement, and team development skills, with

the ability to prioritize tasks and ensure the delivery of quality performance, with limited supervision.
● Demonstrated ability to collect and analyze quantitative and qualitative data to monitor and forecast

service performance, strategically deploy resources and staff, evaluate customer satisfaction, and
identify opportunities for continuous improvement.

● Exceptional ability to build and maintain collaborative working relationships with internal partners
and external stakeholders.

● Outstanding written and verbal communication skills, with a proven ability to communicate
effectively with a range of audiences, ranging from C-suite professionals and public officials to work
experience program managers and staff to inexperienced learners.

● Must be highly motivated and able to lead a fast-paced team, problem-solve, and serve as a thought
partner in a growing organization.

● Ability to exercise good judgment, find solutions in difficult situations, and escalate critical issues and
sensitive matters as necessary.

Education and Experience: 
● Minimum 4+ to 6+ years’ business operations management experience required.
● Minimum 3+ to 5+ years’ supervisory experience required.
● Bachelor’s in business administration, human resources, learning and development, or a related 

discipline required; advanced degree or relevant certifications a plus.
● Strong working knowledge of basic employment and labor law concepts required.
● Experience working in, or advanced knowledge of, services provided by professional employer 

organizations or staffing agencies in high volume (onboarding) large cohorts and short-term 
employment cycles is highly desired.

● Experience with enterprise resource planning (ERP) and/or human resource information system 
(HRIS) technologies highly desired.

● PHR/SPHR/SHRM-CP/SHRM-SCP certifications highly desired.
● OSHA and Workers’ Comp experience or familiarity highly desired.
● Proven experience with Excel for budgeting, data management, and analysis required.
● Demonstrated professional writing and presentation skills required.
● Fundamental knowledge of work-based learning concepts a plus.
● High proficiency with Microsoft Office Suite required; proficiency with Google Suite products and 

Salesforce highly desired.
● Experience with webinar management software (e.g. Zoom) and social media platforms (e.g. 

LinkedIn, Twitter, Facebook, etc.) a plus.

Working Conditions and Travel: 
● Well-lighted, heated and air-conditioned indoor office setting with adequate ventilation.
● Moderate overnight travel (up to 20%; some months may be up to 30%) by land and air.
● Valid California Driver’s License, good driving record, automobile insurance and reliable vehicle.



Physical Requirements: 
● Ability to work at a computer workstation for periods up to 4 hours at a time and for up to 8 hours

per day for up to five consecutive days.
● Ability to speak on the telephone for a total of up to 3 hours per day.
● Ability to sit for up to 3 hours without breaks at meetings.
● Ability to perform repetitive movements, such as typing, filing, and the use of commonly used office

machines and supplies.
● Ability to lift and move a minimum of 10 pounds.

To Apply 
For immediate consideration, please submit a letter of interest and resume saved as Microsoft Word 
(.doc/.docx) or Adobe Acrobat PDF (.pdf) documents to jobs@foundationccc.org. Please include in the 
subject line: “Manager, Career Catalyst-WDD Business Operations, Foundation for California 
Community Colleges.” The application process will be open until the position is filled. 

The Foundation for California Community Colleges provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, sex, sexual orientation, gender identity, gender expression, 
national origin, age, veteran status, disability or genetics. In addition to federal law requirements, The Foundation for California 
Community Colleges complies with applicable state and local laws governing nondiscrimination in employment. 
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