
Operations Coordinator
Job Description

Title: Operations Coordinator

Level: Full-time

Salary: $32,000 - $35,000

Benefits: Contribution to a 403b retirement fund, generous PTO and sick time, dedicated PD funds and time

Contact: email operations@bookharvest.org; no phone calls

Requirements: To apply for this position, please submit a resume, cover letter, and contact information for two

references. Please note that applications will only be reviewed if they include all required items.

Organization and Program Overview

Founded in 2011 and based in Durham, North Carolina, Book Harvest (www.bookharvest.org) is a
nonprofit organization that provides an abundance of books and ongoing literacy support to families and their
children from birth and serves as a model for communities committed to ensuring that children are lifelong
readers and learners. Our vision is of a world in which reading, learning, and access to information are considered
rights, not privileges, so that all children thrive.

To date, we have provided more than 1,450,000 books and literacy supports to children
and families in central North Carolina through programs that are innovative and informed by evidence.

Book Harvest is deeply committed to anti-racism, inclusion, and equity in our programming and workplace, and to
providing an environment of mutual respect where equal employment opportunities are available to all applicants
without regard to race, color, creed, religion, sex, national origin, age, physical and mental disability, marital status,
sexual orientation, gender identity, gender expression, and any other identity. As such, we strongly encourage
applications from candidates of color.

Job Description

The full-time Operations Coordinator is foundational to Book Harvest’s ability to carry out its mission and to keep
our fast-growing organization on track. This highly motivated and flexible person will be able to ensure the smooth
functioning of all of our day-to-day operations at our office and serve as a key support in the financial processes of
the organization.

This person can create and maintain systems, is highly organized, and is a friendly and detail-oriented self-starter
with an enthusiasm for learning and for taking on increasing responsibilities over time. This person brings to the
position a strong grounding in and understanding of cultural competence and educational equity and access, and
shares with our staff and our Board of Directors the belief that every child can succeed. Central to the success of
this team member is a commitment to parent and community leadership, a deeply held belief in the capacity of all
families to make decisions that are best for them, an ability to create systems to ensure maximum productivity
across programs, enthusiasm for teamwork, patience, and perseverance, and an outlook of gratitude, respect, and
possibility.

The Operations Coordinator is based out of Book Harvest’s office at 2501 University Drive in Durham. This person
typically works Monday-Friday but  occasionally works alternative hours. This person reports to the HR and
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Finance Manager and will also work closely with the Operations and Finance Director, Advancement Director, and
Executive Director as appropriate.

Responsibilities
Including but not limited to the following:

Business Management
● Maintain systems for managing large amounts of information (electronic and paper), organizational record

keeping and reporting.
● Take board meeting minutes and load meeting documents onto the board portal of the website.
● Communicate about  and update regular board and committee meetings on shared calendar

Accounting/Finance Management
● Remit weekly deposits to our financial institution.
● Issue invoices to vendors/donors as needed; keep track and follow up with outstanding invoices.
● Review and process credit card expense reports and receipts submitted on a monthly basis.
● Provide W-2 and other necessary forms to staff as needed on a timely basis.

Human Resources
● Prepare, add, and update employee records in the Paylocity payroll software, including but not limited to;

demographics, contacts, and specifics of the job.

Development
● Maintain Donor Database Management software. Ensure accuracy, completeness and proper allocation.
● Support Dream Big  committee by tracking payments of MLK Day Dream Big Book Drive sponsorships.
● Keep impeccable and timely records.
● Write and send acknowledgement letters to sponsors, individual donors, foundation donors, and

recipients of honoree and memorial gifts within one week of donation receipt.
● Pull reports, perform mail merges, and print letters for our annual End-of-Year appeal, Spring appeal, and

other outreach campaigns such as our annual Impact Report.
● Prepare interim and final reports to track fundraising successes and areas of growth, both in general and

for specific appeals. Templates and training for this will be provided.

Office Management
● Order supplies on a weekly or bi-weekly basis.
● Contact and schedule vendors as needed.
● Oversee Book Harvest’s relationships with outside vendors providing tech support, printer/copier services,

cleaning services, and our water cooler service.
● Maintain the physical space of our Rockwood location and be the point of contact for the organization

with the manager of the building as repairs are needed.
○ Maintain the office space to ensure a friendly, productive, and warm work environment for all

staff members.
○ Manage all recycling processing and garbage removal on a weekly basis.
○ Manage the front office whiteboard, rotating messages as appropriate.
○ Inventory and order supplies for the organization (such as volunteer snacks, office supplies,

kitchen and bathroom supplies, and all Book Harvest printed materials), and keep both offices
well-stocked.

Qualifications
The ideal Operations Coordinator comes to Book Harvest with a willingness to learn, a capacity for teamwork, and
a commitment to Book Harvest’s mission, vision, and values sharing  our conviction that all children deserve easy,
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abundant, and equitable access to the books and literacy supports that they deserve to succeed  in school and in
life.

Professional Experience
○ Experience with Word or Google Docs and Excel OR willingness to learn these and other software

with training.
○ Professional development time and funds are available for continued learning.

Professional Characteristics
○ Process- and operations-driven mindset.
○ Self-motivated initiative to learn.
○ Well organized, strong on follow-through, and attention to detail.
○ Demonstrated capacity and enthusiasm for teamwork and collaboration.
○ Exceptional interpersonal and customer relations skills.
○ Ability to handle ambiguity and nuance.
○ Personal qualities of integrity, honesty, credibility, and dedication to the mission of Book Harvest.
○ A commitment to active involvement in an anti-racist organizational culture.
○ Prioritization and excellent time management skills.
○ A belief in the capacity of families to make decisions that are best for them.
○ Cultural competence and sensitivity.

We offer a competitive salary and benefits package and an engaging, purposeful workplace culture. Book Harvest
is committed to creating an inclusive work environment and is proud to be an equal opportunity employer. Book
Harvest is deeply committed to anti-racism, inclusion, and equity in our programming and workplace, and to
providing an environment of mutual respect where equal employment opportunities are available to all applicants
without regard to race, color, creed, religion, sex, national origin, age, physical and mental disability, marital status,
sexual orientation, gender identity, gender expression, and any other identity. As such, we strongly encourage
applications from candidates of color.

Book Harvest is committed to protecting children through its child safeguarding policies. All staff are subjected to
criminal background checks and are held to high standards of child protection.

If you are interested in applying for the position of Operations Coordinator, please submit a resume and cover
letter, with at least two references. Please note that applications will only be reviewed if they include all required
items.

The priority deadline for receipt of applications is Friday, April 16, 2021.
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