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Position Title:  Operations Manager 
Location:    Lincoln, NE / Carter Lake, IA 
Salary:    $60,000 - $75,000 
Supervisor:   Osni Ponca, LLC CEO 
FLSA Status:  Exempt 
Classification: Full-time 
 
Summary: 

Osni Ponca LLC is a tribally chartered holdings company and economic development entity 
owned by the Ponca Tribe of Nebraska.  Its current business portfolio is retail-focused and 
includes main subsidiary Ponca Smoke Signals LLC – a seller of Fine Native Tobacco. 

The Operations Manager directs and oversees all Osni Ponca retail operations while assisting 
with various aspects of the corporate operations and development.  At the retail level, the 
position is responsible for achieving store performance goals, driving overall sales performance 
and improving profitability through retail strategy.  The Operations Manager ensures seamless 
operations at all retail sites to support the achievement of goals. 

The Operations Manager also devotes significant time to assisting the corporate office through 
operational support, organization-building, policy/procedure development, industry research and 
business development.  The Operations Manager must be an agent of change at both the retail 
and corporate levels – helping to improve performance and drive development at both 
organizational levels.  The successful candidate will be a highly organized and driven critical 
thinker with excellent communication and leadership skills.  The ideal Operations Manager is 
versatile and feels as comfortable in the board room as he/she is working the register.  This 
position works along-side and reports to the CEO and will be called upon to report to the Board 
of Directors on formal and informal basis. 
 
Responsibilities and Duties: 

 Oversees the complete day-to-day operations of Osni Ponca’s retail sector. 

 Responsible for overall retail direction, performance and profitability and achievement of 
short- and long-term financial and operational goals. 

 Establishes retail performance goals and formulates and implements strategy necessary 
to achieve such goals.  Develops the annual retail operating plan. 

 Monitors retail workforce to ensure adequate staffing levels at all sites for optimum 
performance.  Oversees design and preparation of store work schedules and assigns 
specific duties to staff as required. 

 Supervises retail management staff, documents performance and provides regular 
performance evaluations.  Ensures regular employee evaluations take place for all retail 
staff.  Coaches, trains and otherwise fosters retail employee development to foster 
profitable, smooth-running operations. 

 Designs and implements performance-based employee incentives and rewards programs. 
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 Ensures the creation and maintenance of all necessary retail company records including 
the Retail Operations Manual.  Assists with record-keeping at corporate level. 

 Travels on a regular basis to all retail sites to monitor and support operations.  Spends 
significant time working at  Osni Ponca headquarters to assist and collaborate and 
coordinate with corporate team. 

 Initiates and guides strategic operating direction for the retail team. 

 Prepares annual budgets for all retail operations.  Directs retail operations in accordance 
with budget and to achieve established profit and sales targets. 

 Establishes pricing policies on all merchandise to ensure profitable store operations. 

 Creates and manages all aspects of retail marketing.  Actively measures the effectiveness 
of marketing/advertising campaigns and adjusts efforts and budget allocations accordingly. 

 Establishes partner relationship with all vendors present and future. 

 Directs and coordinates the opening of new retail operations, store remodel projects, and 
special promotional events. 

 Responsible for the development and implementation of necessary policies and 
procedures for retail/store operations, sales and service.  Monitors implementation of 
policies and procedures in the field to ensure compliance and eliminate risk. 

 Responsible for retail inventory management and all related policies and procedures. 

 At the retail level, responsible for implementing and maintaining security and protection for 
all company assets, facilities and employees. 

 Actively analyzes and measures retail and store-level practices and refines them as 
necessary  to achieve superior levels of performance. 

 Assists CEO with review and improvement of existing corporate policy and procedure 
and/or the creation and implementation of new policy and procedure so as to facilitate 
efficient operations. 

 Assists CEO with business development through industry research and execution of 
related tasks and objectives established by the Osni Ponca Strategic Plan or board 
directives. 

 Provides product and service solutions for the operations of Osni Ponca LLC and its 
subsidiaries per the companies’ needs or CEO’s direction; this includes thorough 
research, contractor vetting, obtaining costs, making recommendations and providing 
multiple options as required. 

 Helps to drive retail and corporate organizational development by assisting with creation 
and implementation of programs, policies, processes and procedures that foster growth 
and compliance with general legal requirements and the requirements of Osni Ponca’s 
unique tribal status. 

 As assigned by the CEO, leads projects associated with corporate operations and 
strategy, organizational development, business development and general business 
planning. 

 Prepares and presents planning, performance and operational reports to CEO and/or the 
Osni Ponca Board of Directors on a regular basis. 

 Other duties and projects as assigned. 
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Relationships and Authority: 

 The Operations Manager reports to the CEO of Osni Ponca LLC. 

 Supervises Retail Store Manager(s) and ensures proper supervision of retail Senior Sales 
Associates and Sales Associates.  May delegate some supervisory duties to Store 
Manager(s) and/or Senior Sales Associate. 

 Presents to and interacts with the Board of Directors of Osni Ponca LLC with respect to 
high level operational issues. 

 Works directly work with the public including customers, public officials, contractors, 
vendors and other outside individuals as required by the normal course of business. 

 
Working Environment and Physical Demands: 

Sits, stands, bends, lifts up to 40 lbs, drives and moves intermittently during work hours.  Casual 
business attire and formal business attire as required. 
 
SKILLS & QUALIFICATIONS: 

Minimum: 
 Team player with professional polish and leadership skills. 

 Resourceful problem solver with high level of critical thinking 

 Excellent interpersonal, communication and presentation skills 

 Bachelor’s Degree from 4-year college or university 

 (5)-plus years of retail, sales or customer service experience, including (3)-plus years in 
a management and supervisory role. 

 Highly organized and capable of managing multiple projects under limited supervision. 

 Capable of composing professional reports, business correspondence and policy or 
procedural manuals.  Ability to effectively present information and respond to questions 
from groups of managers, clients, customers and the general public. 

 Ability to maintain a flexible schedule and adapt to all business needs.  The Operations 
Manager may be required to work nights, weekends, holidays and generally outside of 
normal business/operations hours. 

 Experience with strategic planning and implementing strategic plans at various levels. 

 High technological proficiency including PC computer skills, retail point-of-sale 
experience, internet and cloud-based technology. Excellent knowledge of Microsoft 
Office / Microsoft 365, specifically Excel, Word, Outlook and Powerpoint.  Must have the 
ability to quickly learn and adapt to modern day hardware and software. 

 Ability to travel regularly to all retail and corporate office sites. 

 Successful completion of drug screening, motor vehicle/criminal back ground check, and 
character reference check. 

 Must be legally and technically capable of obtaining and maintaining a liquor license. 
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 Experience with recruiting, hiring and training employees. Familiarity working with 
Human Resource issues/policies and functions. 

 
Preferred: 

 Experience managing multi-store operations with 10 to 20 employees. Experience with 
monitoring and managing building facilities. 

 Experience with and/or knowledge of the tobacco or native tobacco industries. 

 Knowledge and understanding of Public Law 93-638 Indian Self-Determination and 
Education Assistance Act. 

 (5)-plus years of corporate level operations management experience. 

 
Ponca Preference & Native Preference 

Osni Ponca LLC is owned by the Ponca Tribe of Nebraska.  As a tribally owned and tribally 
chartered business entity, Osni Ponca LLC retains the right to exercise preferential hiring for 
members of the Ponca Tribe of Nebraska and members of other federally recognized Tribes.  
Osni Ponca gives serious consideration to all applicants - All qualified individuals are 
eligible and encouraged to apply. 

Osni Ponca LLC is an at-will employer. 

 
This Job Description received Osni Ponca, LLC Board of Directors Approval:  06/17/2016 


