
 

 

Job Title: Merici Crossings (MC) Director of Operations, full time 
Supervisor:   Leadership Team Liaison 
Exemption Status:   Exempt 
Job Number: 16-101.1 
Revised: August 17, 2018 
 

JOB SUMMARY 

Working collaboratively with sisters and staff, the Director of Operations fosters ongoing communication in a spirit of 
hospitality with Ursuline values of compassion, contemplation and justice as her/his guide. The Director of Operations is 
responsible for overseeing the day to day functioning of Merici Crossings (MC). S/he works with members of the 
Congregational Management Team who are a part of MC. The Director works to promote a safe, healthy, vibrant living 
and working environment for residents, co-workers and guests.  This position necessarily involves significant 
management skills; most importantly, in a religious congregation the primary focus is our communion with one another.  
The Director will hold relationality as a sacred trust. 

PRINCIPAL DUTIES AND RESPONSIBILITIES 

 Works with Managers who function at MC to establish priorities and implement policies and procedures.  

 Works with the Life Enrichment Coordinator in all areas that impact the smooth functioning of the house. 

 Oversees the master calendar for MC room use, including scheduling rooms and posting monthly calendar. 

 Establishes interaction with the civic community for resources and services; for example, RTA and library. 

 Maintains communication with the Congregational Leadership Team. 

 Implements emergency plans and procedures in conjunction with the congregational Safety Team. 

 Assures that the policies and procedures of the Merici Crossings handbook are implemented and updated as 
necessary. 

 Oversees orientation and welcome for sisters moving to Merici Crossings with assistance from residents as needed. 

 Coordinates the process of suitemate selection as needed in consultation with the Life Enrichment Coordinator. 

 Oversees emergency drivers for sisters who are in need. 

 Keeps communication updated via the MC bulletin board and other means as appropriate. 

 Elicits support services from individual sisters for charges as needed. 

 Works with the Local Treasurer in preparing an annual budget. 
 

JOB REQUIREMENTS 

 Bachelor’s Degree with successful management experience 

 Commitment to support the mission of the Ursuline Sisters of Cleveland  

 Experience working with Catholic religious congregations and facilities preferred  

 Knowledge of and respect for the aging process 

 Excellent organization skills, with ability to successfully manage multiple tasks and prioritize 

 Effective supervisory presence with an ability to maintain confidentiality 

 Excellent interpersonal communication skills, both oral and written 

 Familiarity with Microsoft Office or similar software 

 Ability to work in a collaborative, flexible environment 
Or an equivalent combination of education and experience sufficient to successfully perform the principal duties of 
the job 

 

DISCLAIMER 

The above information on this description has been designed to indicate the general nature and level of work performed 
by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of 
all duties, responsibilities and qualifications required of employees assigned to this job. 


