
        OPERATIONS ASSOCIATE 

Children are at the center of what we do. The team at School Readiness Consulting works with school 
districts, cities, states, and foundations - bringing our expertise in strategic thinking, best practice, and 
evaluation to transform early learning and affirm the right of all children to thrive. Our comprehensive 
approach integrates our commitment to social justice and our expertise across practice, strategy, and 
evaluation to build equitable systems for young children, birth through third grade. 
 

POSITION OVERVIEW  

The Operations Associate supports the overall operations of School Readiness Consulting and contributes to 
the advancement of our organizational goals and, ultimately, the children and families who are impacted 
by our programs and services. The Operations Associate reports to the Senior Director of Finance and 
Operations.   

ROLES & RESPONSIBILITIES  

• General Administrative Support – serve as liaison with operations vendors (e.g. phone, internet, 
copier, IT consultants), make travel arrangements, photocopying, record deposits, data entry 

• Support Adoption of Internal Systems – write/update/curate “how-to” documents; provide 1:1 
and small-group technical assistance and share best practices on software systems (e.g. project 
management software, Office suite, Mac apps, Dropbox), serve on the company’s Systems and 
Processes committee 

• Support Staff Recruitment and On-Boarding – post openings, check references, set up new 

employee’s accounts, establish on-boarding schedule 

• Contribute positively to SRC’s organizational culture - Contribute to a positive work environment 
by collaborating with colleagues, providing feedback, supporting the organization’s overall 
mission, and participating in team meetings, professional learning opportunities, retreats, and other 
organization-wide events 

 

QUALIFICATIONS  

This position is well suited to a detail-oriented individual who is committed to our mission, is a creative 
problem-solver, and enjoys new challenges. Core qualifications include: 

• A commitment to equity for all children 

• Bachelor’s degree strongly preferred 

• Exceptional attention to detail 

• High level of proficiency in MS Office, Google Apps, Mac applications, and quick learner of new 
software 

• Excellent writing and communication skills 

• Ability to work in a fast-paced environment 

• Enthusiasm about taking ownership of and responsibility for assigned tasks  

COMPENSATION 
Salary is $45,000 and a competitive benefits package is provided 

TO APPLY  
Send a resume and cover letter to jobs@schoolreadinessconsulting.com, indicating in the subject line the 
position title for which you are applying.  



As an equal opportunity employer, SRC hires without consideration to race, religion, creed, color, national 
origin, age, gender, sexual orientation, gender identity or expression, marital status, veteran status, 
disability, or any other category protected by applicable law.  
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