
Our company is hiring for an operations & administration. To join our growing
team, please review the list of responsibilities and qualifications.

Responsibilities for operations & administration

Ensures compliance with evacuation and safety policies and procedures
Processes college (non-departmental) gifts and assists departments with their
process as needed
Manages annual giving financial process
Prepares development financial and gift reports to Senior Director of
Development, Assistant Dean of Business-Finance, and the Dean
Generates Raiser’s Edge reports and prepares College acknowledgement
letters
Manages budget in each unit
Performs payroll activities
Expert knowledge and support is critical in the operation and maintenance of
the network when performing systems administration, systems maintenance,
expansion and upgrades, software support, and support for local interfaces
and interconnections
Updating to new system software and configurations, support on current
systems by tuning performance, and working with the Cyber Security team to
ensure that all updates to these accredited systems are applied
Working in an integrated team at the customer site

Qualifications for operations & administration

Familiarity of POS solutions (Micros a plus)
Accounting or financial services industry experience a plus

Example of Operations & Administration Job
Description
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Proven proficiency in problem resolution and demonstrates initiative/self-
starter
Must follow documented procedures however must also have an ability to
propose a plan or approach where procedure is undefined or may need to be
updated
Ability to articulate key points clearly and succinctly in group meetings 1-to-1


