Operations Coordinator
Sussex County Land Trust (SCLT)

Location: Sussex County, Delaware
Position Type: Part-Time, Exempt

Position Summary

The Sussex County Land Trust (SCLT) seeks an organized, detail-oriented, and proactive
Operations Coordinator to support the day-to-day administrative and financial operations of the
organization.

Reporting to the Executive Director, this part-time position will be responsible for bookkeeping
and payroll administration, accounts payable, constituent database management, Board
support, and general office administration. The Operations Coordinator will play an important
role in maintaining efficient internal systems and ensuring that the organization's financial,
administrative, donor, and governance records remain accurate and organized.

As SCLT continues to grow, this position has the potential to expand in hours and responsibilities
and evolve into a full-time operations and/or development role.

Key Responsibilities
1. Finance & Administration
a. Maintain day-to-day financial records and transactions in QuickBooks.
b. Manage accounts payable, including processing vendor invoices and coordinating
payments.
¢. Manage payroll administration, including processing payroll, maintaining payroll
records, and coordinating with the organization's payroll provider.
d. Record deposits and revenue and maintain appropriate supporting
documentation.
e. Assist with bank and account reconciliations.
Maintain vendor records, W-9s, contracts, and related financial documentation.
g. Assist the Executive Director and Treasurer with routine financial reporting and
preparation of financial materials for Board and Finance Committee meetings.
h. Assist with financial documentation needed for the annual audit/review, Form
990, budgeting, grants, and other reporting requirements.
i. Retrieve and process organizational mail.
2. Board & Governance Support



e.

Coordinate preparation and distribution of Board and committee meeting
packets.

Compile agendas, reports, financial information, and supporting documents for
meetings.

Utilize Read.Al and other technology tools to prepare draft Board and committee
meeting minutes for Executive Director review.

Maintain Board rosters, committee assignments, meeting records, policies,
resolutions, and other governance documents.

Assist with meeting scheduling and logistics.

3. CRM & Development Administration
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g.

Serve as the primary administrator for SCLT's Bloomerang CRM.

Maintain accurate donor, volunteer, partner, and constituent records.

Enter and reconcile gifts and other constituent activity.

Process donor acknowledgments and tax receipts.

Manage constituent imports, mailing lists, database cleanup, and routine
reporting.

Assist with administrative processing of sponsorship commitments, payments,
and invoices.

Maintain organized records for grants, sponsorships, and fundraising activities.

4. Office & Executive Support

a.
b.

Qualifications

Maintain organized electronic and physical organizational files.

Coordinate office supplies, equipment, subscriptions, and routine administrative
needs.

Assist with scheduling and organizational calendars.

Prepare routine reports, correspondence, presentations, forms, and other
organizational materials.

Provide general administrative support to the Executive Director and staff as
needed.

Maintain organizational templates, forms, and standard documents.

Help identify opportunities to improve administrative systems and workflows.
Develop and maintain standard operating procedures for recurring organizational
processes.

Utilize technology, including artificial intelligence and automation tools, to
improve organizational efficiency and streamline routine administrative work.

The ideal candidate will be highly organized, dependable, comfortable working independently,

and interested in helping a growing nonprofit organization strengthen its internal operations.



Preferred qualifications include:

e Experience in bookkeeping, financial administration, office management, nonprofit
administration, or a related field.

e Experience with QuickBooks or comparable accounting software.

e Experience administering payroll or working with a third-party payroll provider.

e Experience with donor databases or CRM systems; Bloomerang experience is a plus.

e Experience using artificial intelligence (Al) and automation tools to improve
administrative efficiency, productivity, and workflow management; demonstrated
comfort learning and responsibly implementing emerging technologies.

e Strong proficiency with Microsoft Office and cloud-based collaboration tools.

e Excellent organizational skills and attention to detail.

e Strong written and verbal communication skills.

¢ Ability to manage multiple priorities and deadlines with limited supervision.

¢ Ability to handle financial, donor, personnel, and organizational information with
discretion and confidentiality.

e Experience working with a nonprofit organization or Board of Directors is preferred.

¢ Interest in land conservation, environmental stewardship, and SCLT's mission is a
plus.

Position Structure

e Status: Part-Time

e Reports to: Executive Director

e Hours: Approximately 20-25 hours per week

e Schedule: Flexible, hybrid schedule with a combination of in-office and remote work.
Regular in-office availability is required, along with occasional attendance at Board,
committee, or organizational meetings.

e Compensation: $28-533 per hour, commensurate with experience.

Opportunity for Growth

SCLT is a growing organization with expanding conservation, stewardship, community
engagement, and fundraising programs. This position is intended to grow alongside the
organization and may expand in hours and responsibilities as organizational needs and
resources allow.

Over time, the position may assume increased responsibility in areas such as donor
stewardship, fundraising campaigns, sponsorship management, grant administration, prospect



research, events, and development communications, with the potential to evolve into a full-
time operations and/or development position.

To apply
e Please send a cover letter, resume, and references to careers@sclandtrust.org;

e No phone calls, please;
e SCLT hopes to fill the position as soon as possible; however, applications will be received
until the position is successfully filled. First review will be September 4, 2026.
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