Programs and Operations Manager

Reports to: Executive Director
Position Status: Full-Time

Position Overview

The Programs and Operations Manager plays a vital role in supporting the day-to-day operations,
fundraising programs, volunteer engagement, and administrative functions of the Eanes
Education Foundation. This individual will work closely with the Executive Director to ensure the
successful execution of EEF’s fundraising initiatives, stewardship efforts, events, and
organizational operations.

The ideal candidate is highly organized, detail-oriented, relationship-driven, and capable of
managing multiple priorities in a fast-paced nonprofit environment. This role requires strong
communication skills, operational excellence, and a collaborative mindset to support board
members, volunteers, donors, and community stakeholders.

Primary Responsibilities
Operations & Administrative Management

e Oversee daily office and organizational operations to ensure efficiency and effectiveness.

e Support the Executive Director with special projects, research, scheduling, correspondence,
and follow-up communications.

e Organize and maintain digital records, donor files, operational documents, and shared
drives.

® Prepare reports, presentations, agendas, and supporting materials for Board and committee
meetings.

e Serve as a communication liaison between the Executive Director, Board members,
committees, and volunteers.

e Assist with tracking organizational timelines, deliverables, and strategic initiatives.

e Create and maintain procedure manuals and documentation for operational and volunteer
processes.

Fundraising & Event Support

e Assistin planning, coordinating, and executing fundraising and stewardship events,
including the annual Gala, Teacher Fund Campaign, and donor engagement activities.

e Support Gala Chairs and committee volunteers with sponsorships, underwriting, ticketing,
auction coordination, and event logistics, specifically by overseeing silent and live auction
procurement, donor communication, item tracking, software management, and



packaging/presentation preparation.

Support event reconciliation processes, reporting, and follow-up stewardship efforts after
fundraising events.

Coordinate logistics and communications for donor cultivation and stewardship events.

Volunteer & Community Engagement

Serve as staff liaison for volunteers supporting EEF programs and events.

Recruit, train, organize, and retain volunteers for major fundraising initiatives and
committees.

Develop systems to identify and cultivate volunteers for future leadership opportunities.
Create meaningful volunteer appreciation and recognition initiatives.

Support committee communication, meeting coordination, and volunteer engagement
efforts.

Donor Stewardship & Corporate Partnerships

Help manage donor and sponsor benefit fulfillment to ensure timely and accurate delivery
of promised benefits.

Coordinate corporate giving stewardship, recognition, and event participation.

Maintain accurate sponsor and donor listings across marketing materials, websites, reports,
and communications.

Work collaboratively with the Executive Director and marketing/communications support to
execute stewardship plans and donor engagement strategies.

Assist with donor research, restricted and endowed fund support, and development-related
projects.

Qualifications

Bachelor’s degree preferred in Business, Communications, Nonprofit Management, English,
Marketing, or related field.

Minimum 2-3 years of experience in nonprofit operations, administration, event
management, fundraising, or related work.

Exceptional organizational skills with strong attention to detail and follow-through.

Strong written and verbal communication skills with an ability to manage multiple projects
simultaneously and work independently.

Proficiency with Google Workspace, Microsoft Office, spreadsheets, databases, and digital
collaboration tools.

Experience with donor management software, CRM systems (Salesforce experience a plus).
Flexibility to attend occasional evening and weekend events.

Passion for education, community engagement, and the mission of the Eanes Education
Foundation.

As EEF is a small and growing nonprofit organization, responsibilities may evolve over time based on organizational
needs and strategic priorities. Team members are expected to maintain flexibility, collaborate across departments, and

contribute to the overall success of the Foundation and its mission.



