
 

 

 

Empowering the next generation to transform “I can’t” into “I can” through 
hands-on financial literacy, work readiness, and entrepreneurship taught by a 

volunteer role model. 
 

Junior Achievement of Greater Washington  
 

Position Title: Operations Manager  
Reports to: Sr. Director, Administration   
Directly Supervises: N/A 
 
Position Concept 
 
Are you an organized, adaptable professional, good at good at managing multiple tasks, with a desire 
to work across teams in a fast-paced environment? 
 
An expanding, mission-based nonprofit is seeking the right individual to be an integral component of a 
busy operations team. The Operations Manager assists with the daily and long-term operational 
functions of the organization, effectively working with and coordinating between the Operations, 
Development, and Education departments as needed. 
 
The ideal person is detail oriented and experienced in handling a wide range of operational duties, 
takes pride in being part of the critical ‘backbone’ of the office, and is capable of working independently 
with little or no supervision. As the operations manager, this position requires the ability to reach a 
goal, while being independent enough to find the means. The position requires the ability to interact 
with a diverse staff in a challenging environment while remaining proactive and resourceful, exhibiting 
a high level of professionalism.  
 

Primary Responsibilities 
 

 Support effective and efficient administrative operations for the Sr. Director, 
Administration and management team. 

 Assist with the planning, organizing, and direction of JA’s internal administrative 
operations, systems, and activities in the areas of governance, human resources, and IT. 

 Assist with providing technical direction and supervision to contractors and vendors, 
especially in the maintenance and upkeep of the JA Finance Park® facilities. 

 Assist in the project management of the construction of the new JA Finance Park® 
Montgomery County facility. 

 Interface with JA USA on BCRM matters. 

 Update/design new business BCRM processes to improve systems and increase staff 
efficiencies. 

 Assist with administrative duties related to the Junior Achievement Essay Competition. 

 Responsible for day-to-day office maintenance of office equipment. 

 Participate as needed in special department projects. 

 All other duties as assigned. 
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Professional Requirements 
 
Required: 

 Associates degree or comparable work experience  

 Demonstrated familiarity with administrative functions. 

 Proficient with MS Office Suite, including Outlook.  

 Team-oriented and detail-oriented with a strong ability to communicate and work in a timely 
manner under pressure with competing priorities. 

 
Desired: 

 Experience with a CRM database. 

 Experience with project management. 
 
Other: 

 Position located in Washington, DC and requires local travel. Must have reliable personal 
transportation.  

 Position requires significant computer usage and occasional lifting up to 25 lbs. 
 
To Apply 
 
To apply for this position, please forward by email your cover letter and resume to 
Patricia.Adler@ja.org.  No phone calls please. 
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