
Operations Coordinator
Western States Learning Corporation d/b/a

Align

A non-exempt position, the operations coordinator serves as general support personnel for The Align Team. Maintains client confidence in Align and protects client/customer operations by keeping information confidential.  

Responsibilities include:

· Assist with Align’s HR functions; interface with third party administrator for payroll services

· Ensure Align Team internal activities are created and executed

· Assist with Align’s business development, marketing and public relations endeavors, including creation and printing of materials

· Able to learn and perform Align’s bookkeeping activities

· Resolve procedural, scheduling and other non-policy matters.

· Coordinate advanced, diversified and confidential functions. 

· Develop and maintain collaborative relationships with clients, customers, vendors, management and peers

· Request and oversee vendor services

· Compile information for reports and correspondence

· Create documents that are ready for delivery to clients, including composition, formatting proofreading, and/or editing

· Provide information and assistance to clients, customers, and staff via telephone, face-to-face and electronic mail/messages, offering complete information about Align services and consultant availability

· Maintain effective communication and positive public relations among personnel, customers and clients

· Perform data entry into various software systems

· Participate in internal and external corporate activities

· Assist with inventory control involving ordering and maintaining general office supplies for office operations and special-order promotional items

· Attain and maintain superior knowledge of relevant regulations, as well as Align operational procedures, particularly related to planning, consulting and training services

**Additional responsibilities may be added as business needs change.

Salary range: $35,000 to $54,000 annually

Organizational Relationships:

This position reports to the Executive Vice President and may receive direction from any member of the leadership team.  No supervision of other employees.  Interfaces daily with management and employees.  Supports corporate values by demonstrating high regard for clients, the communities we serve and the internal team.

External Relationships:

First contact for Align clients, customers and business partners.  Represents the corporation in the community and promotes the corporation’s goodwill interest in community activities.

Position Qualifications:

· Associate’s degree preferred; high school diploma or GED required.
· Work experience in an office suite setting.
· Excellent writing skills.

· Excellent interpersonal and communication skills.

· The ability to work within a team environment and take direction from multiple sources.

· Advanced computer usage/skills, including Excel, Word and PowerPoint, as well as bookkeeping software and database experience.
· Bookkeeping skills and experience.
· Strong organization skills and detail orientation.
Material and Equipment Directly Used:

Scanner, miscellaneous printers, postal equipment, calculator, copy machine, telephone, computer, keyboard, various legal documents, various software.
Physical Demands:

An open office environment with comfortable surroundings. While performing the duties of this job, employees are regularly required to sit; talk or hear, both in person and by telephone; use hands to finger, handle, feel or operate standard office equipment, and reach with hands and arms.  Employees are frequently required to stand and walk and lift up to ten pounds.  Specific vision abilities required by this job include close vision and the ability to adjust focus.  Must have a valid driver’s license and ability to travel.
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*This job specification should not be construed to imply that these requirements are the exclusive standards of the position.  Incumbents may be required to follow any other instructions, and to perform any other related duties, as may be required.

