
 

Operations Manager Position Announcement 
The Ohio City Bicycle Co-op (OCBC) seeks a committed, detail-oriented person with vision as 

Operations Manager, to join us in the next phase of our work to “help people use bikes.”  

OCBC is a non-profit with a small professional staff and many skilled volunteers.  In our well-

equipped 12,000 sq. ft. shop, OCBC “upcycles” donated bicycles to make them safe and useful 

for community members. We help people use bikes by teaching bike riding, traffic and shop 

skills.  OCBC also has a growing retail parts and components business. 

Position Description 
OCBC seeks to hire a new core staff member who will become a key member of an experienced 

team supported by a board of directors and volunteers. OCBC plans significant expansion in the 

next five years. Our new colleague will share our passion. Patience and strong interpersonal 

skills are required, together with commitment to equity and environmental protection. Naturally, 

we anticipate that they will share some of our love of cycling, whether riding for fun, fitness, 

transportation, touring, racing, or wrenching. 

Core Responsibilities 
The core responsibilities include managing retail operations, IT and information 

management, and communications.  

 

The Operations manager will focus on these areas: 

Retail Operations 

OCBC operates a local retail business with an online presence.  We refurbish and sell donated  

used bicycles, and salvaged components, accessories, tools and supplies, and bike-specific 

clothing. 

Information Technology 

OCBC operates in a Google Office and Windows environment, with a variety of specialty 

programs for time tracking, financial management, and other functions. The Operations Manager 

will be principal user of many of these, and responsible (once trained) for maintaining them. 

Operations 
The incumbent will track each bicycle through its OCBC “life.” This includes managing receipt 

at our dock, triage into salvage or preparation for service, and sales or donation.  Processes are 

well established, and need to be utilized. 

Communications 
Lead OCBCs efforts to communicate externally, through social media, the web site, participating 

in grant application development, etc. 



Volunteer Coordination 
Oversee all group and individual volunteer soliciting, pre-planning, and assignment of activities. 

Prep for off-site activities 

Qualifications 
Cycling is important to you. You are familiar with basic bike maintenance and repair, or eager to 

acquire those skills. 

Excellent interpersonal/teaching/interviewing skills.  

Understanding and using social media and web programs 

Comfortable with Google Workplace programs in a Windows environment. 

Comfortable user of at least two of: Little Green Light, Lightspeed POS, Wordpress, Quickbooks 

online, Mailchimp, MySQL, Excel, and confident of ability to learn and use the others. 

 

Preferred start date:  On or before February 1st 2022  

 

Salary:  $15 per hour, full time. Plus up to $500/month towards medical premiums;  Standard hours 9-

5 Tuesday-Saturday with 30 minute paid lunch break. 10 days paid vacation time and up to 5 days paid 

sick leave, plus 8 paid Federal holidays 

Product discount: Employees pay cost + 5% for new parts and earn 5 credits/hour which can be 

used to buy used parts, as-is bikes, etc. 

To apply: Send cover letter and resume to Jim@OhioCityCycles.org and use “Operations 

Manager” in the subject line. Please let us know how you heard of this opening. We do not 

accept phone calls. 

About 
OCBC is a volunteer-driven, cooperative bicycle education center, with riding and repair classes, 

hands-on learning and shop credits for volunteering, fully refurbished bikes for sale or rent, and repair 

assistance and education for anyone who needs it. 

OCBC is an equal opportunity employer, committed to a policy of nondiscrimination with regard 

to race, sex, color, age, religion, creed, class, sexual orientation, national origin, and 

disability.  OCBC is committed to increasing diversity and inclusion in its organization and 

strongly encourages applicants with diverse socioeconomic, racial, ethnic, and gender identity 

backgrounds to apply. 
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