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JOB DESCRIPTION 

 
JOB TITLE:  ASSISTANT VICE PRESIDENT, OPERATIONS 
DEPARTMENT:  SERVICES 
STATUS:   EXEMPT 
LOCATION:  YONKERS / NYC 
REPORTS TO:  SENIOR VICE PRESIDENT, SERVICES 
 
SUMMARY: The Assistant Vice President of Operations will be responsible for the oversight and coordination of 
the Security and Facilities divisions within the organization. This position will be responsible for managing the 
performance, budgeting and compliance aspects of the divisions and will work closely with other departments that 
rely heavily on the security and facilities functions.  The AVP of Operations will report to the Senior Vice President 
of Services. 
 
DUTIES & RESPONSIBILITIES: 

 Oversee the service delivery of all facility and security related functions in our shelter programs, 
community based programs and owned and managed buildings. 

 Oversee the performance management of all staff in the divisions and identify areas of growth as it 
relates to staff development and retention. 

 Develop relationships with security and facilities personnel and training agencies to support the 
recruitment and development needs of both divisions. 

 Works with the Sr. Vice President on the development and implementation of strategic initiatives that will 
further develop the security and facilities functions agency wide. 

 Build relationships with DSS, DHS and other funding agencies to ensure compliance as it relates to security 
and facilities service delivery. 

 Develops, implements and oversee the enforcement of policies and procedures based on best practices. 

 Assist the Directors with problem solving, assessing the quality of services, and planning/implementing 
necessary changes to ensure quality service delivery. 

 Manages program budgets and spending. 

 Ensures that program services, and the physical plants adhere to Westhab’s and funders expectations. 

 Participates in various committees and outside coalitions as assigned by the SVP. 

 Other duties as assigned by the Sr. Vice President of Services and his designee.  
 
EDUCATION AND QUALIFICATIONS: 
Bachelor's degree required, Master Degree preferred in management, and more than 8 years of supervisory 
experience in the security and/or facilities industry.  Prior direct security and/or facilities experience preferably in a 
service delivery agency.  Excellent leadership and motivational skills that promotes productivity and teamwork.  
Ability to think and act independently, possess strong reasoning and problem-solving skills, and make sound and 
timely management decisions.  NYS Driver’s License required.  NYS Security License preferred.  

AGENCY PROFILE & EMPLOYEE EXPECTATIONS 
Westhab is the premier organization of our kind in our region, providing housing and supportive services for more 
than 10,000 of the most vulnerable members of our community each year. We are staffed by an extraordinary 
group of hard working professionals that are fully committed to our mission - Building Communities. Changing 
Lives. Working at Westhab is not easy. Our expectations for all staff are high. We believe that the people and the 
communities that we have the privilege to serve deserve our very best every day. We are results-driven 
organization that focuses on empowerment and impact. If you want to apply for this opportunity, it should only be 
because you feel ready for the challenges and expectations that come with joining this kind of team. (EOE). 


