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Job Title: Operations Coordinator (PT)
Department: Finance and Operations

Supervisor: Director of Finance and Operations

Status: Part-Time, Non-Exempt
Compensation: $22/hour, 15-20 hours per week

Purpose and General Description
The Operations Coordinator is a part-time role that reports to the Director of Finance and Operations and
supports the finance, human resources, and general administrative functions of the Bicycle Coalition. The

primary function of this position is to manage recurring bookkeeping, payroll support, and seasonal HR

onboarding tasks, and this role will be key in supporting the organization’s focus on financial management and

strategy.

Duties and Responsibilities include, but are not limited to, the following:

Finance and Bookkeeping

Assist with accounting management processes including invoice management, transaction processing,
and data entry

Support corporate card management systems

Support annual audit and filing preparation processes

Generate and send quarterly Fiscal Sponsor reports and coordinate related admin fee billing
Coordinate the annual BCYC Scholarship check distribution

Human Resources and Payroll Support

Support data collection processes for part-time and full-time staff payroll processing

Coordinate seasonal Educational programming HR onboarding (Spring, Summer, Fall) and maintain
program operations sheets

Track and submit USA Cycling insurance waivers

Review Board of Directors clearances monthly and follow up on any outstanding documentation needs
Assist with preparation of staff W2s

Track quarterly Transit Benefit enrollment

General Operations

Coordinate monthly office supply orders including requests, research, and fulfillment

Oversee event insurance requests and ensure proper data entry is collected for coverage requests
Provide first-level administrative support with CRM systems

Coordinate program bike inventory process annually to ensure proper insurance coverage
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Qualifications
® Associate’s or Bachelor’s degree, or equivalent work experience including 1-2 years of bookkeeping, HR,
or nonprofit administrative experience
e Experience with or willingness to learn QuickBooks Online, Paychex Flex, and Salesforce
e Strong attention to detail, ability to manage recurring deadlines, and comfort with Google Docs and
Microsoft Office. Comfortability working with Apple products
e Ability to work independently and maintain confidentiality with financial and personnel records

How to Apply
Applications will be reviewed on a rolling basis until the position is filled. Interested candidates should submit
the following materials to search@bicyclecoalition.org with the email subject “[Last name] Ops Coordinator
(PT)”:

® Resume (no more than two pages)

e Cover letter describing your interest in the role and alignment with BCGP’s mission

e Three professional references

The Bicycle Coalition is committed to building a staff that matches the diversity of the communities we serve, and strongly encourages
individuals who identify as Black, Indigenous, or Person of Color to apply. We are an equal opportunity employer and all qualified
applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity,
national origin, disability status, protected veteran status, or any other characteristic protected by law.
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