
 

 

Operations Manager 

Job Description 
 

Position: Operations Manager 

Reports to: Executive Director 

Salary/Hourly/Time: Salary, Full Time 

 

Our Mission 

Colorado People's Alliance (COPA) is a racial justice, member-led organization dedicated to 
advancing and winning progressive social change locally, statewide and nationally. COPA 
builds power to improve the lives of all Coloradans through leadership development, organizing 
and alliance building. 

Organization Summary 

Colorado People’s Alliance was founded in the fall of 2015 with a commitment to racial justice, 

community-led organizing, and working with those most directly impacted by the issues. Since 

our beginning, we have built power and won! In 2016, we co-chaired and successfully led efforts 

to increase Colorado’s minimum wage to $12 by 2020. We organized and won a community 

drafted immigrant protection policy in 2017, the Public Safety Enforcement Priorities Act and 

Legal Defense Fund in Denver. We also passed a ballot initiative in 2018 that capped payday 

loan interest rates at 36%. In 2019, we passed a policy that allows localities to raise their 

minimum wage to a higher level than the state in order to better address the needs of their 

community, and after years of fighting for driver’s licenses for all, we passed a policy that finally 

made the immigrant driver’s license program fully accessible. We have mobilized hundreds of 

our members, and we are leading on the fight for climate, immigrant, and economic justice in 

Colorado.  

Position Summary 

The Operations Manager is responsible for managing administrative tasks contributing to the 

overall operation of the organization including but not limited to: systems for grassroots 

fundraising, vendor management, human resources, IT communications, benefits management, 

insurance management, and overseeing office maintenance. Additionally, the Operations 

Manager is responsible for limited bookkeeping responsibilities, coordination of 

meetings/events, and communications.  

Responsibilities 

Office Management 

 Oversee the maintenance of the office space 

 Provide administrative support for the organization by maintaining database and tracking 

membership and supporter lists, creating new and ordering other organizational 

materials 

 Perform human resources duties; maintain personnel files, serve as liaison with vendors  

 Event planning; lead on planning logistics for organizational events e.g. booking location, 

translation, food etc. 

 Provide computer troubleshooting support and other basic IT support  

 Support logistics of Citizenship Classes 



 

o Support with registrations, tracking volunteer hours, and citizenship student 

progress 

 Maintain and update staff on-boarding handbook, intern on-boarding handbook, and 

crisis management plan  

 Provide other administrative support to Executive Director, staff and Board of Directors 

as needed 

 

Bookkeeping/Finances 

 Prepare invoices, track bills and coordinate with Bookkeeper on day to day tasks 

 Process donations and citizenship class registrations 

 Provide support to Executive Director on other specific finance-related projects and 

tasks  

 

Communications 

 Oversee and develop the Strategic Communications Plan through collaboration with staff 

 Direct the development of mass email updates with staff 

 Maintain and update website  

 Support staff on other communication materials as needed 

 

Grassroots Fundraising and Donor Communications 

 Thank you cards and calls to donors in a timely manner  

 Lead on Annual Event, The People’s Party 

 Lead on Colorado Gives Day plan and implementation 

 Work on additional donor communications, letters, and reports as needed  

 

Qualifications 

 Ideal candidates will have 2-4 years of experience in operations and working with 

progressive non-profits.  

 A strong commitment to advancing racial justice and eliminating structural oppression. 

 Experience and/or willingness to fundraise.  

 Demonstrated ability to build consensus, negotiate within a highly collaborative work 

environment, and practice confidentiality. 

 Ability to work independently and to drive and manage own workload. Ability to manage 

several tasks/projects concurrently and prioritize work effectively. 

 Excellent communication and time management skills. 

 This position will require non-traditional work hours and involve work on the weekends.  

 

Compensation/Benefits 

Competitive salary commensurate with experience. The position includes full health, and dental 

benefits, generous vacation and comp time policies, and opportunities for training and 

professional growth.  

 

How to Apply 

Position open until filled. Please send resume, cover letter and three references to 

lizeth@coloradopeoplesalliance.org and write Operations Manager Application on the subject 

line.   

mailto:lizeth@coloradopeoplesalliance.org

