THE RIVERSIDE
PROJECT

Operations Coordinator
Job Description

The Riverside Project brings together organizations and passionate people to transform foster care in Houston.



Operations Coordinator
Reports to: Chief of Staff

Position Description: The Operations Coordinator supports the internal infrastructure of The
Riverside Project by executing the day-to-day functions of finance administration, human
resources, organizational policy, and internal systems. This role works closely with the Chief of
Staff and Executive Director to ensure that TRP's operational backbone is well-maintained,
compliant, and scalable as the organization grows. This is a hands-on, in-office role suited for
someone who is organized, detail-oriented, and comfortable moving across multiple functional
areas. The Operations Coordinator is not a strategic role but a critical execution role —
someone who keeps the internal systems running so that program and leadership staff can
focus on the mission.

Ongoing education and professional development opportunities will be provided.
General Responsibilities

* Supports financial processes in TRP accounting softwares, including expense tracking,
invoice management, and basic reporting

¢ Coordinates with contracted bookkeeper and CPA to ensure timely and accurate financial
documentation

* Oversee reimbursement process, manages vendor relationships, and maintains process for
organized financial records

e Assists with grant-related financial tracking and restricted fund documentation as needed

* Maintains employee records, HR documentation, and personnel files in compliance with
organizational policy

* Supports onboarding and offboarding processes, including documentation, system access,
and equipment coordination

* Tracks staff certifications, training requirements, and policy acknowledgments

* Assists in benefits administration and serves as a point of contact for routine HR inquiries

* Maintains and updates organizational policy documents and ensures staff have access to
current versions

* Assists in tracking compliance requirements related to employment, data, and nonprofit
governance

* Supports preparation of materials for board meetings, audits, and regulatory filings

* Serves as a point of contact for IT coordination, software subscriptions, and vendor
accounts

* Works alongside the Office Administrator to ensure in-office operations run smoothly,
covering gaps as needed

e Assists in the coordination of internal meetings, staff communications, and organizational
calendars

The Riverside Project brings together organizations and passionate people to transform foster care in Houston.



Professional Qualifications/Experience

e Interest in and commitment to the mission of The Riverside Project

¢ Bachelor's degree in business administration, nonprofit management, accounting, or a
related field — or equivalent work experience

e 2-4 years of experience in an administrative, operations, or business affairs role

e Familiarity with general accounting software and HR systems

e Demonstrated excellence in organizational and interpersonal written/verbal communication
skills

e Commitment to communicating in an open, engaged, and responsive manner

e Strong organizational skills with high attention to detail and the ability to manage multiple
priorities

e Demonstrates a high degree of emotional intelligence and the ability to interact effectively
with the senior management team, Board members, program staff, and external stakeholders
including funders.

e Demonstrated ability to handle confidential information with discretion

e Excellent computer skills. Regular use of Google Drive, Salesforce, Accounting Suites, Zoom,
etc.

» Displays a positive attitude, shows concern for people and the Houston community, and
demonstrates self-confidence, common sense, and a good listening ability

¢ Some knowledge of or experience within child welfare system preferred, but not required

e Recognizes and adheres to The Riverside Project Statement of Faith & Shared Beliefs

Compensation
Wage Category: Full-Time, Exempt

Work Location: In-office at 1216 Bethlehem Street, Houston, TX 77018. Some remote
work may be authorized on a limited basis with prior authorization.

Benefits: 15 Days of PTO, Cell-Phone Stipend, Mileage reimbursement, Up to 10 days
of Paid Bereavement Leave

The Riverside Project brings together organizations and passionate people to transform foster care in Houston.



