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Job Description – Operations Manager 

JOB DESCRIPTION

PAPRS Operations Assistant
EMPLOYEE’S NAME:  




Date:  11/01/2023
POSITION TITLE: Operations Assistant
WORK STATUS:  Temporary Part-time
WORK HOURS:  Monday through Friday, 20 hours per week, flexible schedule, not to exceed 40 hours per week without permission from supervisor; Salaried exempt position, Variable and flexible hours as dictated by the needs of the organization.
SUPERVISOR:   Executive Director or PAPRS Board Executive Team Designee when needed 
POSITION SUMMARY:  The Operations Assistant exists to support PAPRS’s operations and administrative activities, in keeping with the vision, mission and values of the organization. The position is remote work, primarily on computer and telephone. Some travel/onsite work may be required to provide administrative support to conferences and training events. 
MINIMUM QUALIFICATIONS: Bachelor’s Degree and 3 years of experience in behavioral health services, adult education, or related field. Must have excellent communications and organizational skills, including familiarity with functions of administrative support (writing, editing, proofreading, organizational skills), business-financial support (contracts, grants, telephone, and processing payments), and computer systems such as Microsoft 360 (communications, internet, website, accounting, and word processing applications). Must have broadband for remote access. Must possess ability to travel when necessary to support conference and training events. 

Previous experience in program administration is preferred. Must demonstrate a broad knowledge of community human services and the field of Psychiatric Rehabilitation.
ADMINISTRATIVE AND OPERATIONS RESPONSIBILITIES  

· File important documents and assist Board in posting updates on the PAPRS Drive 
· Organize filing system, folders of PAPRS Drive

· Monitor, assist, coordinate, and support completion of all grant applications. 

· Provide administrative support to Communications Committee and Education Manager for marketing, promoting PAPRS (e.g., preparing/typing/proofreading communications, linking to other organizations, contacting members/potential members, posting, or sending marketing communications by email)  
· Manage membership lists and support member information (e.g., contact, membership due dates) updates in PAPRS data system, communicate with PRA for updating membership information when members have difficulties communicating with PRA.
· Receive calls/emails from members and triage (forward to staff or Board Committees) for inquiries.
· Assist Education Manager and Education & Consultation Committee in maintaining curriculum list and annual training schedule. 
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CONFERENCE/TRAINING ADMINISTRATIVE SUPPORT RESPONSIBILITIES  

· Provide administrative support to Education Manager and Conference Committee on educational activities (conferences, courses, and training events)
· Post/publicize educational activities on the website, in social media, and by email. 
· Coordinate the registration process (on-site or virtually) for all educational activities.
· Coordinate provision of accommodations for educational activities participants (e.g., ASL interpreters, captioning) to assure ADA compliance. 

· Assist conference Scholarship sub-committee in tracking applicants, storing applications, and documenting scholarship awards. 

· Prepare surveys (with direction) for Education Manager/Education & Consultation Committee to collect and summarize feedback on education activities. 

TECHNOLOGY/WEBMASTER SUPPORT RESPONSIBILITIES  

· Assist with developing and maintaining website (write content, monitor, proofread, and update website as needed)

· Organize the Board calendar.
· Assist with technology set up for virtual conference, monitor front end/registration functions of conference website, monitor back end of website for financial functions. 
· Assist staff, Board Members, Board Committees in posting, marketing, communications, and announcements on website and social media. 
BUSINESS/FINANCE ADMINISTRATIVE SUPPORT RESPONSIBILITIES 
· Provide administrative support to Treasurer, Business and Finance Committee and Bookkeeper.
· Monitor updates on PA Sales Tax Exempt renewal every 5 years, 501 c3 status/renewal, and other PAPRS operations (e.g., licenses, etc.) requiring renewal. 
OTHER RESPONSIBILITIES

· Attending at least 50% of meetings of the Board of Directors; coordinate and assist as related to the position. 
· Participate in PAPRS committee meetings, assisting as needed or assigned with website, web conferencing.
· Correspond effectively with vendors, members, and other entities related to PAPRS business. 

· Coordinate development and monitoring of policy and procedure manual.

· Perform other tasks as assigned.
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