
 
 
 

  
 

 
Organization   Tenacity, Inc.  
Title   Senior Director of Operations and Human Resources  
Location   Boston, Massachusetts  
Type:     Full Time, Exempt 
Reports To:  CEO 
Compensation:   Commensurate with experience. 
 
 
OVERVIEW OF TENACITY 
 
Founded in 1999, Tenacity’s mission is to improve the scholastic, character, and physical development 
of urban youth through a combination of academic instruction and tennis instruction/competition with 
a focus on life skills. The four Tenacity Pathway school-based programs – Elementary School, Middle 
School Academy, College Prep, and Post-Secondary Services – serve up to 800 students annually 
and encourage long-term program participation that builds students’ sense of resolve and 
accomplishment as they meet the unique challenges of each new phase in their academic journey. 
The Summer Reading & Tennis Program serves over 4,000 youth ages 6-16, providing tennis classes 
and complementary enrichment activities. The youth outcomes we focus on include tennis and fitness 
skills and confidence, community connection, support from caring adults, healthy behaviors, 
acquisition of social skills, resiliency to trauma, and eventual employability.  

Over its 20+ year history, Tenacity has 
maintained a 95% high school graduation rate 
among students who have completed the Middle 
School Academy, with 80% going on to higher 
education (compared to the overall Boston 
Public School graduation rate of 70% with just 
35% going on to higher education). In Fall 2020, 
Tenacity was featured on the Boston ABC 
Affiliate: 

https://www.wcvb.com/article/tenacity-
break-point-in-public-education/34168824 
 
 
 
 

Tenacity’s programs are at the intersection of education, fitness and youth development – helping less 
advantaged Boston youth build important academic, college readiness, and life skills while forming positive 
identities as life-long learners on their way to post-secondary success. 

 
OVERVIEW OF POSITION 
 
The Senior Director of Operations and Human Resources collaborates as a key member of the 
senior management team, and maintains responsibility and oversight for human resources 
administration; talent acquisition and development; office management and facility use coordination; 
operational systems and activities including technology, finance support processes, risk 
management, transportation, and our AmeriCorps program and grant. The Senior Director 
collaborates across departments to provide operational support for Program and Development 
needs.  
 
The Senior Director supervises two full-time staff members, including our AmeriCorps Director and 
our Operations/IT Manager, and will work closely with our AmeriCorps Program Coordinator who 
supports HR activities across the organization. The Senior Director’s responsibilities include:  

https://www.wcvb.com/article/tenacity-break-point-in-public-education/34168824
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Operations 
 

• Ensure Tenacity’s office and administrative functions are well supported and professional; 
ensure the office is maintained in a way that enables staff success and presents well to 
internal and external parties.  

o Collaborate with CEO to plan and implement transitions as staff return to the office 
after remote work during the pandemic (as appropriate based on timing). 

o Liaise with landlord and other facilities contacts to ensure a positive relationship and 
a high-quality workplace. 

o Collaborate with CEO and serve as day-to-day manager for real estate needs as 
office needs and circumstances change. 

o Coordinate finance support processes, including accounts payable and 
documentation of expenses. 

• Partner effectively with program, development, and finance leaders to understand and 
support operational needs including space/facilities, supplies, transportation, and 
technology/communications. 

o Lead logistics planning and day-of-event logistics for annual Tenacity Cup fundraising 
event, including registration, catering, parking, and community stakeholder 
engagement.  

o Manage logistics for other events as needed, including fundraising activities, program 
celebrations, board events, etc. 

o As needed, support program and development department with administrative needs, 
including student enrollment and waiver forms, contracts for partner programs who 
bring 2,000+ kids to engage in tennis activities as part of STRP, and City of Boston 
agreements. 

o As needed, liaise with facilities and transportation providers used by program and 
development departments. 

• Oversee technology and office infrastructure, including assessing the best processes, tools, 
and vendors to support these needs. 

• Ensure Tenacity maintains adequate and updated insurance to meet coverage needs for the 
organization and its staff. 

• Collaborate with department leaders and staff to ensure data collection tools and processes 
meet needs. 

• Provide administrative input and execution on ongoing or special projects. 

• Plan and oversee operations budget. 
 
 
Human Resources and Talent Management 
 

• Collaborate with the CEO to identify opportunities to engage staff at all levels effectively. 

• Administer all human resource functions, including: 
o Maintain compliant and complete personnel files, including the administrative 

onboarding of 110+ seasonal staff and 25+ volunteers to support the STRP program. 
o Track paid time off. 
o Background checks, in accordance with organizational policies and contractual 

agreements, as appropriate, 
o Benefits administration, including liaising with vendors, serving as a resource to staff, 

enrollments and changes, and retirement account reports and administration. 
o Maintain compliance with all applicable laws, consulting legal and other resources as 

appropriate. 
o Address employee relations needs, with staff and/or in consultation with senior 

leaders. 

• Lead all staff recruiting, hiring, and onboarding activities, coordinating with and empowering 
managers as appropriate.  



 
 
 

• Collaborate with the CEO to set priorities for talent development, and implement activities to 
support these goals, including performance reviews and training opportunities. 

• Maintain, communicate, and monitor personnel policies and procedures. 

• Supervise, support, and collaborate with AmeriCorps program staff, and as appropriate 
external stakeholders, to ensure effective and compliant program and grant management, 
member recruitment, member experience, and evaluation activities. Actively support 
relationship with Massachusetts Service Alliance and requests for AmeriCorps funding. 

 
For nine consecutive years the Boston Athletic 
Association has included Tenacity in their Boston 
Marathon® Official Charity Program, granting 
Tenacity 15 slots each year to assemble a team of 
runners. Tenacity Marathon Team runners have 
cumulatively raised over a million dollars since 
Tenacity was invited into the Official Charity 
Program. Pictured is Brittany Viola responding to 
the Tenacity cheering section assembled at 
Coolidge Corner. 

 
 
 
 
 

 
QUALIFICATIONS  
 

• Passion for Tenacity’s mission 

• A savvy and resourceful professional with 7-10 years of management experience, preferably 
in the non-profit space 

• Successful experience managing internal systems and processes, as well as assessing 
needs and collaborating with staff and vendors to implement changes 

• Knowledge of and experience with human resources administration practices, including 
personnel records management, employment agreements, benefits management, and time 
tracking 

• Demonstrated experience recruiting, developing, and engaging employees/volunteers, 
including substantial experience facilitating meetings and trainings  

• Experience with AmeriCorps or other federal compliance/regulatory needs strongly preferred   

• Strong project management, big-picture and detail focus, problem-solving, collaboration, 
leadership, and verbal and written communication skills 

• Maturity and experience working across effectively with diverse staff across multiple levels of 
the organization 

• Ability to manage multiple and competing priorities while meeting deadlines 

• Ability to address complex and sensitive issues with sound judgment and professionalism, 
with a high emphasis on confidentiality. 

• Comfort with technology, with strong skills in Microsoft Office Suite 

• Bachelor’s degree required; relevant advanced degree preferred 

• Spanish speaker or multilingual a plus 
 
Please email a cover letter and resume to:  nedeamesrecruiting@tenacity.org    
 
Tenacity does not discriminate toward individuals on the basis of age, race, gender, color, national 
origin, ability, religion, marital status, or sexual orientation or identity. Tenacity seeks to nurture 
diversity among its many constituents. When requested, Tenacity will make reasonable 
accommodations for individuals with a permanent or temporary disability. 
 

mailto:nedeamesrecruiting@tenacity.org

