
 

Job Description 
October 2019 

Operations Coordinator 
The Operations Coordinator supports the successful implementation of Vermont Humanities’ mission and 
facilitates meeting its strategic goals. The Operations Coordinator’s portfolio includes financial management, 
human resources, benefits management, facilities management, basic information technology support, green 
initiatives, some board liaison tasks, and coordination of professional development and staff training. The ideal 
candidate may also take on some responsibilities for impact evaluation. The Operations Coordinator works 
closely with the Executive Director and the Controller in the areas of financial management, organizational 
development, strategic and long-range planning, and staff and board culture to ensure success and 
sustainability.   

The Operations Coordinator supervises a part-time administrative assistant and interns. The Coordinator reports 
to the Executive Director. 

Job Duties 

Develop Financial Resources 

• Work with the outsourced Controller to manage day-to-day finances, monthly reports, and audit tasks  

• Administer annual budget and program planning with the Executive Director and staff 
• Strengthen grant administration processes for grants made and received by Vermont Humanities 
• Manage external financial reporting to the NEH, State of Vermont, and other restricted grants as awarded 
• Review and maintain fiscal policies and procedures to a high standard of excellence 

• Serve as the dedicated staffer for the Finance and Audit Committees of the Board of Directors 

Cultivate People Resources 

• Manage human resources, including recruitment and hiring, and personnel policies and procedures 
• Oversee payroll and all employee benefit programs, including insurance and retirement plans 
• Serve as first point of contact for all human resource concerns 
• Coordinate staff training and professional development opportunities 

• Oversee development of internship/work study program to infuse staff team with meaningful support 
• Work with the Development Officer as the staff liaison to the board of directors 

Maintain Office Infrastructure 

• Provide basic information technology support for all staff, including understanding when to call on outside 
expertise; manage technology vendor relationships 

• Research and introduce new internal project management practices and technology to increase efficiency 
• Manage vendors performing ongoing buildings and grounds maintenance and repair work 

• Supervise Administrative Assistant to maintain office infrastructure including all other vendor relationships, 
daily mail, and purchases of supplies, furniture, and equipment necessary for effective operations and staff 
collaboration 



Optional depending on Candidate - Coordinate Impact Measurement 

• Assist program directors in integrating strategic goals into operations and activities 
• Track and report on impact for internal planning and external stakeholders 
• Collect and analyze data and connect to compelling stories to communicate impact 

Key Skills 

• Strong financial administration and budgeting skills and ability to successfully manage the day-to-day 
finances of a mid-sized nonprofit organization while working in collaboration with an outsourced controller 

• Ability to manage recruitment and hiring processes with a strong focus on growing and maintaining a 
workforce that reflects the growing diversity of Vermont 

• Knowledge of human resources, payroll and benefits systems to support a strong workforce 

• Ability to manage complex state and federal grant awards in collaboration with program directors 
• Ability to continually prioritize and undertake multiple, diverse activities by developing and adhering to 

detailed workflow timelines  
• Respond to routine and special assignments in a fast-paced environment with flexibility and a willingness to 

meet project goals and organizational needs 
• Display creative problem-solving to independently implement new, more efficient administrative processes 

and to formulate and evaluate possible courses of action for greater programmatic success 
• Demonstrate proficiency with the Microsoft Office suite (Exchange, Word, Excel, Sharepoint) as well as other 

modern office software and equipment, including Quick Books, data management software, and copiers and 
printers 

• Ability to supervise staff, interns and volunteers 

Qualifications 

• Bachelor’s degree or equivalent life experience 
• At least three years of experience in operations, financial management, and/or human resources 

management 
• Demonstrated interest in the humanities and commitment to the Vermont Humanities’ work and mission 
• Experience working in diverse and inclusive organizations and strong interest in bringing that skill set to 

Vermont Humanities 
• Candidates with experience in impact measurement systems, preferably results based accountability, 

desired but not required 
• Vermont Humanities is a learning organization, the ideal candidate will be deeply invested in continuing this 

tradition. 

Travel 

Although limited travel is required for this position, the Operations Coordinator must have a clean driving 
record. 

Physical Requirements 

This position requires the ability to lift boxes of up to 50 lbs. 

  



Salary 

Salary is based on qualifications, experience, and compensation for comparable positions in the Federal/State 
Humanities System.  A comprehensive benefits package is included. Vermont Humanities offers professional 
development as part of its ongoing commitment to the well-being and success of our staff. Vermont Humanities 
is committed to workplace diversity. 

To apply 

Please send resume and cover letter via email attachment by Friday, November 15 to 
jobs@vermonthumanities.org, with the subject line: Operations Coordinator Application. 


