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Reports to: Chief Business Development Officer
Effective Date: August 2026

JOB DESCRIPTION

Summary/Objective

The Director of Operations is responsible for organizing, leading, and optimizing the daily
functions of Kaleidoscope Adventures’ Operations Department. This role ensures that business
processes, people, and resources are aligned to deliver exceptional customer experiences,
operational efficiency, and sustainable growth. The Director of Operations will develop and
implement strategies, establish performance standards, and foster a culture of accountability,
collaboration, and continuous improvement across the organization.

The ideal candidate possesses a thorough understanding of operational management, process
improvement, team development, and organizational planning. This individual must be a strong
leader capable of balancing strategic initiatives with day-to-day execution while identifying
opportunities to enhance efficiency, service quality, and profitability. The Director of Operations
works closely with leadership to support the company's mission, drive operational excellence,
and facilitate long-term success and growth.



Essential Functions
Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
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Provide leadership, direction, and support to operations team members, fostering a
culture of accountability, collaboration, and continuous improvement.

Monitor employee performance, productivity, engagement, and satisfaction while
supporting professional development and retention initiatives.

Establish departmental and individual performance goals and track progress through key
performance indicators (KPlIs).

Oversee supplier relationships and contract management processes, ensuring favorable
terms, compliance, and operational effectiveness.

Analyze operational data, performance metrics, and trends to identify opportunities for
process improvements, increased efficiency, and enhanced customer experiences.
Develop, implement, and maintain company policies, procedures, and operational
standards to support organizational goals and regulatory compliance.

Attend industry conferences, travel trade shows, site inspections, and familiarization
tours to strengthen supplier partnerships and identify operational opportunities.

Lead the resolution of escalated customer service issues in collaboration with senior
leadership to ensure positive outcomes and customer satisfaction.

Participate in the leadership team's on-call rotation and provide operational support
during emergencies or critical incidents.

Review and evaluate operational performance, client feedback, and service delivery
metrics, implementing corrective actions and process improvements as needed.

Ensure a consistent and professional company image across all customer-facing
interactions, communications, and service delivery channels.

Direct training, coaching, and performance management programs to improve operational
efficiency, service quality, and employee effectiveness.

Partner with the sales, marketing, and leadership teams to ensure operational readiness
for new programs, client requirements, and growth initiatives.

Prepare and present operational reports, performance analyses, forecasts, and strategic
recommendations to the executive leadership team.

Identify, develop, and implement systems, technologies, and workflows that improve
productivity, scalability, and organizational effectiveness.

Develop and manage operational budgets, resource allocation, and staffing plans to
support business objectives and sustainable growth.

Collaborate with executive leadership to develop and execute strategic initiatives that
align with the mission and long-term goals of Kaleidoscope Adventures.



Competencies

Strategic Leadership

Problem Solving/Analysis.
Customer/Client Focus.

Decision Making.

Project Management.
Communication Proficiency.
Operational Excellence

Stress Management/Composure.
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Supervisory Responsibility
This position manages operations team within the company.

Work Environment

This position operates primarily in a professional office environment. The Director of Operations
is expected to maintain a regular in-office presence to support team leadership, collaboration,
operational oversight, and organizational effectiveness. This role routinely uses standard office
equipment such as computers, phones, and photocopiers.

Kaleidoscope Adventures offers a flexible hybrid work arrangement. Remote work may be
permitted periodically based on business needs, job responsibilities, and approval from executive
leadership; however, the majority of work time is expected to be performed in the office.

Physical Demands

The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this position.

While performing the duties of this job, the employee is regularly required to communicate
effectively, including talking, listening, and participating in meetings in person and through virtual
communication platforms. The employee is frequently required to sit, stand, walk, use hands to
handle or operate office equipment, and reach with hands and arms. The employee may
occasionally be required to lift and move office materials, supplies, or equipment weighing up to
20 pounds.

Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions of the position.



Position Type and Expected Hours of Work

This is a full-time, exempt position. Standard business hours are generally Monday through
Friday; however, the Director of Operations is expected to maintain a flexible schedule to meet
business needs. Occasional evening, weekend, and after-hours work may be required, including
participation in the leadership team's on-call rotation, company events, travel, and urgent
operational matters.

Travel

Travel is required for this position. Travel may include local day trips, client visits, supplier
meetings, site inspections, industry conferences, trade shows, and company events. Occasional
out-of-area and overnight travel is expected to support operational objectives, partner
relationships, staff development, and business growth initiatives.

Required Education and Experience

Bachelor's degree or equivalent professional experience. Minimum of three (3) years of
leadership experience with increasing levels of responsibility in operations, business
management, or related fields.

Experience in the student travel, tourism, hospitality, or service industries is strongly preferred.
Proven experience leading teams, managing operational processes, and driving organizational
performance is required.

Other Duties

Please note this job description is not designed to cover or contain a comprehensive listing of
activities, duties, or responsibilities that are required of the employee for this job. Duties,
responsibilities, and activities may change at any time with or without notice.
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