
 

 

Employment Opportunity 

Director of Operations 
 
 

 
About NACOLE 
 
NACOLE, established in 1995, is a not-for-profit 501(c)(3) organization incorporated under 
the laws of the state of Maryland as an association of law enforcement oversight agencies 
and practitioners.  Its mission is to support independent oversight agencies that make law 
enforcement departments transparent, accountable, and responsive to the communities 
they serve.  NACOLE has an elected board of directors composed of individuals with 
experience in the field of independent civilian oversight.  NACOLE fulfills its mission by: 
offering training that includes an annual conference, regional training and networking 
conferences, webinars, and academic symposia; providing technical assistance and advice; 
identifying effective civilian oversight practices; encouraging networking, communication, 
and information-sharing; and furnishing information to government officials, community 
representatives, and journalists that supports effective civilian oversight of law 
enforcement. 
 
Job Description 
 
Currently reporting to the board president and vice-president, the director of operations can 
work from anywhere in the United States and is responsible for: 

 Handling NACOLE’s day-to-day finances, using QuickBooks and Excel to prepare 
invoices for services provided, payment of invoices, processing payroll, monthly 
financial reports, reconciliation of bank accounts; processing charitable donations; 
and preparing and monitoring the budget 

 Coordinating with the organization’s auditor on tax preparation and the conduct of 
annual financial audits 

 Researching products and services NACOLE requires, and liaising with vendors 
 Reaching out to members and prospective members, processing membership 

enrollments, and maintaining accurate membership records 
 Assisting the Director of Training & Education with logistics related to planning, 

development, and execution of NACOLE’s annual training conference and other 
NACOLE training events and activities; filing continuing legal education documents in 
connection with these trainings; and maintaining records pertaining to the certified 
practitioner of oversight program. 

 Responding to queries from NACOLE members, media, and members of the public  
 Drafting material for and updating the NACOLE website, and drafting press releases 

and informational reports 
 



Minimum Qualifications 
 

 A Bachelor of Arts or Science 
 Proficiency with MS Office and QuickBooks 
 Minimum of five years related work experience 
 An equivalent combination of education, training, and experience may also be 

considered 
 
Preferred Skills and Experience 
 
The director of operations must have excellent communication skills, strong organizational, 
analytical, and writing skills, and should possess knowledge of the civilian oversight of law 
enforcement field.   
   
Application Process 
 
Interested applicants should submit a cover and resume via e-mail, in either Microsoft 
Word or Portable Document Format (PDF), to info@nacole.org.   The NACOLE board will 
review qualified applications and select a limited number of applicants for interviews; 
candidates should be prepared to submit the names and contact information for three 
professional references and a writing sample.    

 
Position will remain open until filled. Salary for this position is commensurate with 
experience.   
 
NACOLE is committed to a diverse and inclusive workplace. NACOLE is an equal 
opportunity employer and does not discriminate on the basis of race, national origin, 
gender, gender identity, sexual orientation, protected veteran status, disability, age, or 
other legally protected status.  
 
 
For more information about NACOLE, see https://www.nacole.org, or call (317)-721-8133. 
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