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Job Posting for Bilingual Operations Manager 
 
Company: Salem/Keizer Coalition for Equality 
Website: www.skcequality.org 
Date of posting: 
Location: Salem, Oregon  
Date available: 
Industry: Not for profit, education, social justice, community improvement 
Type: Exempt, 1 FTE (Full time 40 hours per week) 
Starting salary: Steps 1-3 (of 8 steps): $39,187 to $41,100 ($18.84 to $19.76 per hour) depending on 
experience.  
Paid Benefits: 11 paid holidays, paid sick time, pension fund contribution, paid vacation, FSA 
(Flexible Spending Account) for health expenses, dental insurance, phone stipend, family friendly 
workplace, flexible schedule and long-distance work possible, and ongoing professional 
development and coaching, including personal coaching. No medical insurance is available at this 
time, but is included in our growth plan.  
 
Introduction 
 
Salem Keizer Coalition for Equality (SKCE) is looking for someone who wants to be part of our 
family and part of our long-term strategic plan and growth from a small organization, founded in 
1999, to a large sustainable organization serving thousands of parents and their children in our 
schools. You will be part of a bilingual team that shares the lived experiences and backgrounds of 
the community we serve with passion and dedication.  
 
Reports to:  Executive Director 
 
Supervises: Office Assistant 
 
Summary 
 

The Operations Manager provides administrative support for the organization, including 
management of office operations, fixed assets, and human resources functions; provides assistance 
with financial operations; provides translation and interpretation (English/Spanish); and supervises 
Office Assistant. This position requires an individual who manages multiple tasks simultaneously, 
exhibits grace and composure under pressure, interacts positively with all staff in a fast-paced 
environment, solves problems creatively, takes initiative, attends to details, and responds nimbly to 
unforeseen circumstances. The person in this position must be flexible, patient, and well organized. 
Strong written and verbal bilingual (Spanish/English) communication skills are essential.  
 
Main Functions of the Position (why the position exists) 
 

1. Office/Operations Management –  
a. Provides reception for phone calls and walk-ins in Spanish and English. 
b. Processes mail. 
c. Stocks and orders office supplies. 
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d. Processes purchase requests.  
e. Manages petty cash and reimbursements. 
f. Schedules use of facility. 
g. Manages central files. 
h. Maintains assets inventory. 
i. Ensures office equipment is in good working order. 
j. Assists other staff with computer operations, software, and trouble-shooting. 
k. Works with Executive Director to update operations policies.  
l. Develops office protocols. 
m. Provides staff with related information/training in Spanish and English. 
 

2. Human Resources –  
a. Coordinates job postings; receives and tracks applications. 
b. Processes new hire and termination paperwork. 
c. Tracks employee anniversary dates, performance appraisals, and step increases. 
d. Processes timecards and payroll. 
e. Tracks due dates and completion of required employee training. 
f. Processes pension fund benefits.  
g. Track and communicate with employees regarding benefits. 
h. Enrolls qualifying employees for FSA & dental plan. 
i. Works with Executive Director and Board of Directors on annual review of HR policies. 
j. Develops HR protocols. 
k. Maintains Employee Handbook in Spanish and English. 
l. Provides staff with HR-related information/training in Spanish and English. 

 
3. Translation and Interpretation –  

a. Translates written documents and emails to/from English/Spanish, including public 
information and meeting materials. 

b. Provides English/Spanish interpretation for staff, contractors, partners, and the public. 
 
Secondary Functions of the Position (other important tasks) 
 

1. Takes, prepares and distributes staff and management team meetings notes/minutes. 
2. Makes bank deposits. 
3. Contributes to staff meetings and strategic planning sessions. 
4. Completes and other duties, as assigned.  
 
General Performance Expectations  
1. Professional in appearance, relationships, manners, communication styles. 
2. Patient, flexible and responsive. 
3. Work effectively with multiple staff with different learning styles, ages, abilities and cultures. 
4. Respectful, considerate, helpful, positive attitude.  
5. Problem solver, takes initiative, self-directed. 
6. Responsible, punctual, dependable, accurate. 
7. Team player, ability to collaborate and develop good relationships with all staff. 
8. Maintain confidentiality. 
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9. Complete tasks in a timely manner; manage workload effectively. 
10. Attentive to own professional development. 
 
Skills Required to do the Work 
 

1. Excellent organizational skills; efficiency and effectiveness in managing multiple tasks. 
2. Skills and ability to take initiative and manage own workload, attend to details, and meet 

established deadlines. 
3. Excellent interpersonal communication and presentation/training skills; ability to work well 

with and provide support to people with diverse backgrounds, education levels, etc. 
4. Excellent written communication skills; ability to prepare correspondence, draft text for policies 

and procedures, and present information; ability to take and prepare meeting minutes. 
5. Proficiency in English/Spanish translation and interpretation; ability to translate with clarity and 

facilitate communication between individuals.  
6. Strong math skills, quality assurance skills, and ability to produce accurate information. 
7. Strong computer skills, including databases, Microsoft Word, Excel, PowerPoint and Publisher, 

and the ability to learn new computer software. 
8. Professionalism, including the ability to maintain confidentiality. 
 
Knowledge and/or Experience Required to do the Work 
 

1. Knowledge of office management practices, organization techniques and filing systems. 
2. Experience developing protocols. 
3. Understanding of social justice, culturally responsive practices, equity and inclusion.  
4. Experience with Latino/a/x cultures and communities. 

Other Helpful Knowledge, Skills, and Experience 
 

1. Experience coordinating special projects and/or conducting research. 
2. Experience with non-profit organizations. 
3. Knowledge and skills related to systems management. 
4. Experience and skills developing policies. 
5. Knowledge of QuickBooks.  
 

 
 
 


