Village Network of Petaluma

Job Opening – 01.12.2022
Title: Operations Coordinator, part-time
Start date: early January 2022
Reports to: Member and Volunteer Operations Manager

Salary: $21/hour 15 – 18 hr./week, Mon. – Thur.  Flexible hours and Partially Remote 
Benefits: Two weeks paid vacation/year; 9 paid holidays/year. Health benefits not included

Location: Village office and meeting spaces located at 410 D St., Petaluma.

The Village Network of Petaluma is an equal opportunity employer.  

Duties, responsibilities, and direct report may change to reflect needs of the organization.

Come work with a socially responsible, forward-looking organization and an innovative nationwide movement.
We are seeking a highly organized and detail-oriented Operations Coordinator with strong communication skills to coordinate daily operations of a growing nonprofit community organization.  The innovative Village model, which has been initiated in over 250 communities nationwide, features a group of like-minded people who form a non-profit peer support network to assist one another in navigating the transitions of aging. This position is the hub through which the Village fulfills its mission and reports to the Member and Volunteer Services Manager. To learn more, go to www.VillageNetworkofPetaluma.org. 
Daily Database Maintenance

· Maintain outward-facing CRM event calendar

· Resolve CRM improvement requests as needed 

· Attend CRM User Group meetings sharing capabilities and procedures used by other Villages - monthly

· Website maintenance: update editable pages as requested

· Maintain CRM back end: including, Monitor and remove old data, etc. 

· Edit newsletter final draft to correct HV event dates, times, details. Upload to CRM monthly
· Perform CRM/Mailchimp synchronizations - monthly 

· Send member login invitations and assist with login issues as needed.

· Support contractor / tech team on database upgrades and website upgrades

· Develop CRM training procedures for members and volunteers

Finance

· Process, acknowledge, and record all membership fee payments, resolve issues
· Support the bookkeeper to reconcile discrepancies in member revenue
· Process donation letters and support / update fundraising campaign. Primarily an annual effort.
Support staff in the welcome and interact with the public, in person and by phone

· This role supports the administrative functions of the Village

· Use excellent people skills, patience and respect, to interact with diverse range of people

· Respond to requests and refer to appropriate resources
MINIMUM POSITION REQUIREMENTS 
· Minimum of 3 years administrative experience with a professional presence and attitude
· Knowledge of database management and/or CRM management required. 

· Effective working collaboratively and interacting with people with respect, patience, and empathy.

· Fast learner with strong computer skills, using MSWord, Excel, and databases.
· Positive outlook and “can-do” approach. Strong team player.
· Must pass a background check. 
· Commitment to the Village Network mission.

PREFERRED REQUIREMENTS
· Experience with senior services strongly preferred.

· Experience in a non-profit or service organization desirable.

· BA/BS desirable
