
 
 
 

Operations Manager 
Understood.org 
National Center for Learning Disabilities  
32 Laight Street, Floor 2, New York, NY 10013 
 
Reports to:  Samara Naeymi, Director of Strategy & Operations  
Team: Outreach & Engagement  
Status: Full-time (exempt)  
 
  
The Mission and Vision:    
 
The National Center for Learning Disabilities (NCLD) is a fast-paced, forward-thinking organization that 
is growing quickly. 
  
NCLD works to improve the lives of all people with learning difficulties and disabilities by empowering 
parents, enabling young adults, transforming schools and creating policy and advocacy impact. We 
envision a society in which every individual who struggles to learn possesses the academic, social and 
emotional skills needed to succeed in school, at work and in life. 
 
NCLD is one of 15 founding partners of the innovative online resource, Understood.org. We began with a 
dream to give parents everywhere access to the kind of resources usually only available to a few. We are 
striving to meet that dream with Understood.org, an entirely new, brand-forward, premium content 
destination and online community for parents. Our launch year has been and continues to be backed by 
a national cross-channel media campaign that spans TV, outdoor and digital as we work to build a go-to 
resource for parents looking to help their child thrive. 
  
We are a small, nimble and collaborative team that works with top consultants, vendors, and 
organizations across the sector. Our team enjoys excellent benefits, competitive salaries, and offices in 
a collaborative, open loft space. 
 
 
 
The Position: 
The job of Operations Manager was established for the purpose/s of planning, implementing and 
maintaining a program of workflows and processes for the Understood team, which conforms to the 
program’s vision and goals. This role works closely with the Director of Strategy and Operations to 
ensure the execution of strategic processes and reporting.  
 
Key Responsibilities: 
 

• Facilitates implementation of strategic processes for team operations on Understood 
• Engenders commitment to strategic plans in full Understood team 
• Serves as a project management consultant for Understood team 
• Manages the calendar of training for the full Understood team 
• Manages shared project management and file sharing systems for the full Understood team 



• Facilitates execution and tracking of all employee review tools related to performance and 
development 

• Facilitates execution and tracking of all budget review processes and reports for the team 
• Manages the collection and distribution of success metrics to the team to underscore and 

drive strategic workflows 
• Manages the agenda for full team meetings 
• Assists the Director of Strategy & Operations in the implementation of new initiatives 

 
The Person: Required Experience and Qualifications:  

• 5+ years professional experience in a project management position for a foundation, campaign 
organization, government entity or similar organization 

• Knowledge and understanding of the non-profit sector 
• Proven success around implementing team workflows and processes 
• Strong project management skills and meticulous attention to detail 
• Excellent communication skills, both written and oral 
• A team player who works well with others at varying levels of seniority within (and outside of) 

NCLD and Poses Family Foundation 
• Passion for helping those with learning and attention issues 
• Excellent knowledge and skills with Microsoft Office suite a must 
• Experienced with various project management tools (Jira, Sharepoint, Sprout, Asana, etc.) with a 

proven interest to find the most efficient management system for a project 
• Strong technical interest and knowledge a plus 

 
 
 


