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POSITION DESCRIPTION 
OPERATIONS COORDINATOR 

 
Status: Part-time, 32-40 hours per week 
Reports to: Executive Director 
 
Objective of Position:  
The Operations Coordinator is responsible for the day-to-day financial, operational, and 
administrative tasks of AVA Care of Harrisonburg related to funds management, purchasing, 
and insurance. The Operations Coordinator plays a key role in contributing to the 
organization’s profitability and viability. This position supports the Executive Director in the 
development and management of an annual operating budget as well as maintaining financial 
records related to monthly and annual giving and fundraising events.  
The Operations Coordinator also serves as an Administrative Assistant to the Executive 
Director, working collaboratively with the Executive Director and with staff to achieve agency 
goals.  
 
Agency Mission: 
We are a non-profit medical clinic that provides relevant testing services, education, and hope 
to those facing undesired pregnancies. 
 
Agency Vision: 
To be the most trusted source of care for those facing sexual health and pregnancy decisions 
in our community. 
 
Other Expectations:  
Work closely as a support person to the Events Coordinator and Executive Director. 
 
Qualifications: 

1. Bachelor’s degree preferred, preferably in business administration or finance, or an 
equivalent combination of education, experience, or training that would be equivalent to 
a Bachelor’s degree. 

2. Be a committed Christian who demonstrates a personal relationship with Christ as 
evidenced by a consistent Christian walk and active local church participation. 

3. Agreement with and commitment to uphold AVA Care’s Statement of Faith & Principles, 
Core Values, pledge of confidentiality, and organization’s policies and procedures. 

4. Exhibit strong commitment and dedication to the sanctity of life position, related issues 
of abortion, and sexual purity. 

5. Minimum two years of experience in accounting or bookkeeping.  
6. Excellent interpersonal, organizational, and problem-solving skills.  
7. Strong competency with Microsoft Office, Quickbooks, database programs & email. 
8. Attentive to details and proficient in accurate data entry. 
9. Self-motivated, dependable, attentive to detail, resourceful and responsible. 
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10. Ability to establish goals, meet deadlines, and organize and execute responsibilities 
independently required. 

11. Available to work evenings and/or weekends when necessary. 
 
Major Duties & Responsibilities: 

1. Financial Management 
a. Manage payroll process, including employee compensations benefits and all 

required federal and state reporting and payments. 
b. Ensure timely and efficient processing of payables and receivables. 
c. Maintain accurate accounting records through Quickbooks, proper vendor files, 

and receipts. 
d. Enter all financial and gift-in-kind donations and follow with proper receipting. 

Manage the donor database system, ensuring organization and accuracy.  
e. Manage all cash management donations. 
f. Ensure all financial transactions are entered by month-end in order for Finance 

Manager to run monthly reconciliation reports. 
g. Ensure deposits are completed (including CFL monies) and appropriate 

documentation is completed. 
h. Coordinate as needed with board members and bank with updating signatures 

on bank accounts. 
 

2. Executive Reporting 
a. Prepare analytical reports on donor giving and fundraising events. 
b. Provide financial analytics and metrics as needed or requested. 
c. Assist in development of the annual budget.  
d. Comply with generally accepted accounting practices. Ensure AVA Care is up to 

date on financial policies and procedures designed to foster effective 
stewardship and mitigate risk. 
 

3. Administrative/Operations 
a. Record staff meeting minutes and distribute to all staff in a timely manner. 
b. Ensure proper insurance coverage is maintained all times for the organization. 

Complete annual Workman’s Comp audit. 
c. Maintain the Finance procedure manual and update regularly. 
d. Ensure financial procedures are in place for fundraising events. Work with 

Events Coordinator to ensure event expenses and proceeds are processed 
accurately.  

e. Oversee operational issues related to IT, phone system, building needs, etc. 
Provides coordination and liaison with landlord, vendors, and business partners 
when necessary. Serve as the go-to person for computer, printer, and other 
technical issues. 

f. Assist with creating, organizing, and maintaining of paper and electronic files, 
complete requirements for annual affiliate renewals, and other clerical duties as 
requested. 

g. Order office supplies as needed. Order all stationary items from printer needed 
for development use. Maintain appropriate inventory of all supplies. 

h. Provide administrative support to the Executive Director on a regular basis. 
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4. Development 
a. Design and send monthly e-newsletter to donors. 
b. Assist in outreach events as requested/needed. 
c. Analyze trends in donor giving; in coordination with Executive Director, create 

strategy to strengthen donor communication and record-keeping.  
d. Ensure donor records and mailing lists are accurate and updated regularly. 

 
5. Team Development 

a. Build and nurture pleasant relationships with all staff and volunteers. 
b. Exhibit a teachable spirit and humility. 
c. Exhibit positive influence and encouragement to all staff and volunteers. 
d. Demonstrate open and honest communication with staff. 
e. Demonstrate willingness to serve in any area necessary including making 

appointments, leading devotions, etc. 
f. Attend and constructively participate in staff meetings. 
g. Attend and participate professionally in all fundraising events. 
h. Work to maintain professional environment in AVA Care at all times. 
 

 
 Benefits include: PTO, Holiday pay, Simple IRA, Health insurance  


