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Regional Operations Manager
The Operations Manager will manage the business affairs of the Western Wisconsin Healthcare Emergency Readiness Coalition. 
SCOPE OF WORK:
The Operations Manager will manage the day-to-day business of the HERC.  The Operations Manager will ensure the WWHERC completes and properly submits all business filings and completes all “ASPR Activities” as detailed in the Scope of Work the WWHERC signed with the Department. The HERC Operations Manager will also facilitate the WWHERC budget development adhering to applicable federal, state, and HPP fiscal policies, as directed by DHS. The Operations Manager will ensure the coalition is in good standing with all applicable laws and regulations. The Scope of Work of the Operations Manager will include:
a. Meetings
a. Schedule meetings, date/time virtual and physical location
i. Schedule Board Meetings
ii. Schedule Regular HERC meetings, 
b. Prepare meeting agendas
c. Send meeting invites to membership
d. Attach meeting agendas to the electronic invites
b. Budget preparation
a. Collaborate with the Coalition’s Officers to develop budgets
b. Prepare and submit the annual budget to the Executive Board
c. Recommend budget modifications
d. Prepare and submit budget modifications to DHS at the direction of the Chair/Vice Chair 
c. Solicit Bids for contracts following fair bidding practices
a. MRSE contractor bids
b. LTC exercise bids
c. Audit Waiver/bids
d. Directors and Officers Insurance
e. Liability Insurance
f. Other purchases and contracts as requested by the Chair or Vice-Chair
d. Membership 
a. Maintain a list of Executive Board Members
b. Maintaining a list of voting members
c. Annual verification of the voting member’s designated representatives
d. Maintain a list of ad-hoc members
e. EM Resource
a. Maintain a list of EMResource points of contact for each hospital.
b. Follow up regarding missed bed count requests
f. Coordinate annual business filings and renewals
a. IRS form 990
b. IRS form 1099s
c. Form 4506-B
d. DFI Filings
e. DUNS filing
f. EUI number renewal
g. Non-profit filings
g. Coordinate website postings & updates with the website manager
h. Other 
a. Collaborate with the Regional Coordinator
b. Attend HERC Advisory Group meetings as Proxy for the Chair or Vice Chair
c. Reviewing and recommend updates Coalition documents annually
d. Reviewing and recommending updates to the Coalition Bylaws annually
e. Assist the Executive Board as needed
Desirable Qualifications
a. Demonstrated project leadership experience.
b. Ability to organize program data and project tasks in a collaborative environment to ensure success of the WWHERC and accuracy of communications to external partners.
c. Excellent written and verbal skills with ability to track and accurately respond to numerous communications across mediums such as email, phone, chat functions, etc.
d. High-functioning, responsive, professional work ethic.
e. Proven experience in fiscal management and oversight of large budgets.
f. Proficiency with the Microsoft Suite (especially Excel, SharePoint, Teams, and PowerPoint).
g. Ability to prioritize tasks and manage time to meet competing demands.
h. Strong ability for producing clear, concise, and well-organized reports for various audiences requiring minimal review by the Executive Board.
i. Familiarity with Homeland Security Grant Programs, HPP grants and the ability to manage records and data pursuant to grant guidelines.
CERTIFICATIONS & EXPERIENCE:
· Education: Bachelor’s Degree in related field, master’s degree preferred. 
· Experience: Experience in a lead, supervisory, or project management role which includes grant compliance experience, organizational performance monitoring and multi-year strategic planning. 
· Certifications: IS-100 and 700 recommended.

Compensation & Contract Considerations
a. This is an independent contractor position. 
b. The Operations Manager, by executing this agreement, certifies that he or she is an independent contractor and that its status as such is in accordance with all applicable state and federal laws and regulations governing the same. The Operations Manager  agrees to hold harmless the HERC in the event, subsequent to execution of the contract, federal or state authorities determine that the Operations Manager  does not qualify for independent contractor status.
c. Upon execution of the contract, the Operations Manager  shall provide the HERC with a [image: ]federal employers identification number or Unique Identification Number, or social security number for the processing of the 1099.
d. The Operations Manager  may assign, transfer, contract or subcontract any obligation or right of the Operations Manager  with prior written consent of the HERC and Fiscal Agent.
e. The term of this budget period 2 agreement shall be from the time of signing to June 30, 2026. This contract may be renewed annually by the HERC Board of Directors dependent upon mutual agreement, available funding, and satisfactory performance. Either party may terminate this agreement without notice, upon written notification to the other respective party via certified U.S. postal mail or by electronic mail.
f. If renewed by the WWHERC Board of Directors, future contract periods will run from July 1 to June 30 of the following year.
g. The HERC agrees to pay the Operations Manager  $2,000 per month for services.
h. Work-related expenses will be paid by the Operations Manager contractor.
i. The Operations Manager  is required to obtain, at his/her own cost and expense, certain insurance coverages with insurance companies licensed in the State of Wisconsin and if possesses such, shall provide a Certificate of Insurance to the HERC upon request:
a. Motor Vehicle Liability (including Uninsured Motorist Coverage and Underinsured Motorist Coverage); One hundred thousand dollars ($100,000) each person, three hundred thousand dollars ($300,000) each accident, and twenty-five thousand dollars ($25,000) property damage each accident.
b. The Operations Manager  acknowledges that its indemnification liability to HERC is not limited by the limits of any insurance coverage.
Ensure compliance with the coalition policies listed below:
a. Policy #1 – Federal Civil Rights Laws
b. Policy #2 – Affirmative Action Plan
c. Policy #3 – Conflict of Interest
d. Policy #4 – Whistle Blower
e. Policy #5 – Non-Disclosure Agreement
f. Policy #6 – Document and Destruction Policy
g. Policy #7 – Funding Request & Bidding Parameters 

TIMELINE: 
This agreement is effective from date of signing and runs through June 30, 2026, with the intent of extending into an ongoing role.
In signing this contract, the respective party represents that the noted signatory has been authorized to bind said party and administer this contract on behalf of said respective party.
		    			
Entity provident Operations Manager services: ______________________________________
Representative____________________________________ Date_________________

Western Wisconsin Healthcare Emergency Readiness Coalition 
Representative____________________________________ Date_________________
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