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Operations Manager Role Description
About Helping Link

Since its founding in 1993, Helping Link has been committed to solving the needs of the Vietnamese community in Seattle by providing them with educational programs and resources in language, technology, and citizenship. We believe in supporting our intergenerational families, nurturing our communities, and fostering cultural resilience. Like a bridge that connects multiple points, Helping Link aims to unite and connect the Vietnamese community while also empowering members to celebrate their histories, cultures, and traditions.

Our Mission

To empower Vietnamese-Americans’ social adjustment, family stability, and self-sufficiency while nurturing community service and youth leaders.

We seek caring community members and professionals in search of culturally enriching relationships, passionate about creating space for mutual exchange and engagement. Join Us!

Job Role
The Office Manager will report to the Deputy Director and will be responsible for administrative and office management support, programs and curriculum development, and volunteer recruitment and retention.
The ideal applicant will play a collaborative role in developing and implementing systems that increase the effectiveness and efficiency of our work and support our ability to grow and expand our impact. This is an outstanding opportunity for a motivated and detail-oriented individual who wants to make a substantial impact while gaining a broad set of experiences relevant to nonprofit leadership and program materials (ESL, technology, and citizenship) development.
Primary Responsibilities
· Volunteer Recruitment & Retention
· Recruit volunteers for all programs and act as liaison between volunteer teams, facilitating the achievement of unified goals 
· Build relationships with universities, colleges, and area employers to raise awareness of Helping Link volunteer/internship/practicum positions 

· Reach out to individuals who express interest in volunteering and maintain contact with potential volunteers through the recruitment, onboarding, and exit interview process

· Conduct initial screening of potential volunteers to ensure a good fit

· Onboard volunteers in the protocols of their positions

· Refine the Volunteer Onboarding PowerPoint and ensure all orientation sessions are staffed
· Administrative and Office Management
· Provide administrative support to the Executive Director and Deputy Director
· Draft and edit communications, manuals, and emails

· Ensure operations calendars are current
· Attend community meetings as needed

· Across all areas of work, contribute as the opportunity presents itself
· Organize quarterly program celebration 
· Programs (ESL/Citizenship and Technology) Curriculum Development 
· Include ESL/Citizenship test, interview, and technology materials in multi-level 

· Assist in creating lesson materials in PowerPoint for 10 week/20 lesson per quarter
· Incorporate information on important current events (e.g., COVID 19) in each lesson

· Communicate lesson protocols to all ESL-Citizenship and Technology Instructors

· Create and maintain online lesson portal (Helping Link ~ Một Dấu Nối) with preview lessons, review videos, and extra resources for students

· At quarter end, provide a summary of quarter

Qualifications: 

· 2-4 years of work experience with administration and office management and/or program/project coordination 

· College or bachelor’s degree preferred
· Experience with curriculum development

· Some proficiency in spoken Vietnamese preferred, but not require
· High level of professional effectiveness, ability to collaborate with a variety of personalities with integrity, optimism, and high energy

· Strong commitment to Helping Link’s mission and values

· Outstanding organization and detail orientation

· Excellent verbal and written communication with a keen attention to detail

· Ability to work some weekends

This is a part-time position (20 hours/week) with the possibility of full-time and is currently hybrid until we can fully return to the office. Candidate is expecting to work during our operating hours, which Monday to Thursday, from 1PM-9PM and Friday from 10AM-6PM.
Compensation: 

The role is compensated at a rate of $22-25/per hour.

Helping Link is an equal opportunity employer. We strive to create an inclusive and equitable workplace. We encourage applicants from all backgrounds.

Application Instructions: 
If you are encouraged by and meet the qualifications you just read, we invite you to apply by sending your cover letter and resume to careers@helpinglink.org. 

