Midwest Street Medicine

Operations Director
Full-Time | On-Site | Sioux Falls, SD

Organization Midwest Street Medicine (MSM)

Location Sioux Falls, SD, some work from home opportunity

Hours 40 hours per week

Schedule Monday - Friday, with occasional evening or Sunday (for
example: meeting in the evening every other month)

Compensation Salary $65- 80K commensurate with experience

Reports To Executive Director

Status Full-time, exempt

About Midwest Street Medicine

Midwest Street Medicine is a South Dakota nonprofit providing barrier-free, street-based
medical care to people experiencing homelessness across Sioux Falls, Rapid City, Aberdeen,
and Pierre. We operate with a small, dedicated staff, a large volunteer network, and a mission
that demands we stay lean, effective, and accountable. We're growing — and we need someone
to help us grow well.

The Role

This is a hands-on, organizational role for someone who knows how to run an office, isn't
intimidated by ambiguity, and gets things done. You will be the operational backbone of our
Sioux Falls office — bringing structure, accountability, and clarity to a team that's doing
meaningful work in a fast-moving environment.

This role carries real authority. You will have the standing to redirect staff and volunteers,
establish and enforce workflows, and hold people accountable to their defined roles. If you're
someone who prefers to manage up rather than act, this isn't the right fit. If you like building
systems and helping organizations to function, this may be a good fit. If you have experience in
managing clinic operations and/or clinic administrative functions and have a passion to help
people, you may be a great fit.



Key Responsibilities

1. Day-to-Day Operational Leadership

Provide day-to-day operational leadership across programs and administrative functions
Ensure clear prioritization and follow-through on organizational goals

Identify operational inefficiencies and implement practical solutions

Serve as first point of contact for operational questions from staff and volunteers

Build and maintain organized records and administrative systems

2. Outreach Operations Support

Coordinate outreach schedules and logistics in partnership with the Clinical Director

Ensure field teams have appropriate operational support before outreach activities (supplies,
scheduling, equipment)

Manage supply ordering, inventory, and vendor relationships for outreach and office needs

3. HR & Personnel

Manage onboarding and offboarding processes for staff and volunteers

Maintain personnel files and ensure HR documentation is current and compliant

Track PTO, scheduling, and staff availability

Support development and documentation of HR policies; identify what should be handled in-
house vs. outsourced

Manage scheduling for non-clinical volunteers

4. Organizational Structure & Workflow

Clarify and document role boundaries across staff positions

Build and maintain internal workflows, communication norms, and accountability systems
Support staff in understanding and working within their defined scope

Assist with operational training and process implementation

Maintain operational records that support grant reporting

5. Administrative Systems & Documentation

Maintain operational records, tracking systems, and internal documentation
Coordinate operational documents, policies, and procedures

Support implementation of lightweight data and reporting systems

Assist with compliance-related administrative tasks as needed

6. Volunteer & Staff Coordination

Support volunteer onboarding, scheduling, and communication in partnership with volunteer
leadership staff

Maintain organizational calendars and scheduling coordination

Help ensure clear communication across teams and functions

Key Competencies

Operational leadership and decision-making
Team management and coordination
Systems thinking and process development
Ability to create structure within ambiguity



What We're Looking For

» Demonstrated experience managing an office or organization — you've done this before
» Comfortable operating with authority; able to have direct conversations without drama
e Strong organizational and systems-building instincts

e Adaptable and low-ego — able to work within a mission-driven, resource-constrained
environment

e Discretion and sound judgment, especially around personnel matters
e Familiarity with nonprofit operations is helpful but not required

What to Expect

You're walking into an organization that has grown quickly from all-volunteer roots. Some things
are well-established; others are still being built. You'll have the support of leadership and a clear
mandate to create order — but you'll also need to bring your own initiative. Role clarity across the
team is an active priority, and you will be part of making that happen.

After an initial on-site stabilization period, there is flexibility for some remote work. We want
someone who is present when it matters and trusted to manage their time when they're not.

How to Apply

Send a resume and a brief note about why this role interests you to:

info@midweststreetmedicine.org

Subject line: Operations Director Application

MSM is an equal opportunity employer. We encourage applications from people with lived
experience of homelessness or poverty.

midweststreetmedicine.org | Sioux Falls, SD



