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Position Title  
Operations Associate 

Position Description  

This individual will provide administrative and operations support for the daily operations of the NNA.  
Responsibilities  

1. Respond appropriately and in a timely fashion to member communications, including phone calls 
and email inquiries. 

2. Maintain effective communication with external program partners and with colleagues. 
3. Manage and create content for the NNA’s social media accounts. 
4. Manage the NNA’s MailChimp mailing list.  
5. Perform clerical duties including: 

1. Maintaining files, organizing documents, and digitizing materials 
2. Maintaining and organizing office spaces (physical and virtual) 
3. Reconciling incoming and outgoing organizational expenses 
4. Performing data entry and maintaining a clean and accurate organizational database 
5. Managing the organization’s contact list 

2. Take notes, attend meetings, and serve as an organizational representative on behalf of the ED 
when necessary. 

3. Coordinate meeting scheduling and setup through communication with relevant partners and 
parties. 

4. Manage calendars for the organization and the ED. 
5. Catalog and maintain organizational supplies 
6. Assist with organizational programming as needed 
7. Other responsibilities as assigned 

 
Required Qualifications, Competencies, and Skills   

1. Must be able to pass a criminal background check  
2. Has a valid driver’s license, personal vehicle insurance, and reliable transportation. 
3. Bachelor’s degree or commensurate experience is required. 
4. Three years of relevant work experience in a fast past work environment.  Preferably a startup 

organization. 
5. Willingness and availability to work some evenings and weekends.  
6. Has prior experience in an high visibility administrative and/or executive assistant role. 
7. Exceptional time management, organizational skills and the ability to manage multiple projects.    
8. Strong written and oral communication skills  
9. Able to gather, organize, and present information effectively to a wide variety of audiences. 
10. Microsoft Office (medium to advanced proficiency) 
11. Skilled in meeting and event planning. 
12. Able to resolve challenging situations productively and without personalization  
13. Strong detail orientation. 
14. Demonstrated ability to work well and calmly in high stress situations. 
15. Experienced with social media and organizational content creation 

  



 

 
Other Qualifications, Competencies, and Skills 

1. Three to five years of relevant work experience 
2. Understands program assessment techniques and tools 
3. Able to identify, synthesize, and report on data for grant proposals  
4. Has prior experience in a neighborhood-based organization or in community development and 

issue advocacy 
5. Has a recommendation from program partners  

  
Salary  
 Compensation is commensurate with experience. Please inquire for details 

  
How to Apply  
Please complete the The Neighborhood Network Alliance Position Interest Form.   Information submitted 
through this form will be evaluated for relevant background and experience for the position.  Due to the 
number of applications we receive, we will only respond to those applicants whom we would like to invite 
to interview for the position.  
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https://docs.google.com/forms/d/e/1FAIpQLSf4bd1Pwe205O_mFT4dhKN_pHfYWRK_Xha-eS5ObvfnlKr8iA/viewform?usp=sf_link

