
 
Oak Park Education Foundation 

 

Operations Coordinator Job Description 
 
 
Are you a skilled operations/bookkeeping professional with a passion for 
education and looking for a dynamic part-time position? The Oak Park Education 
Foundation (OPEF), a privately funded nonprofit, is seeking a new Operations 
Coordinator. 
 
This is an exciting opportunity for an energetic, organized and personable 
individual to join our small, committed team. Our ideal candidate is tech-savvy,  
has a passion for numbers and details, knows how to keep a nimble nonprofit 
operation running smoothly, and is skilled in administrative practices, 
bookkeeping, and related software systems. We are looking for our go-to 
problem solver, someone who can juggle multiple responsibilities and is 
committed to our mission of mobilizing community resources to provide 
innovative, hands-on learning experiences for all K-8 public school students in 
our community. 
 
This is an hourly position averaging 20 hours/week, 44 weeks/year with a high 
level of flexibility in schedule and work locale. The position reports to the OPEF 
Executive Director and works closely and collaboratively with a team of staff and 
consultants. Our organization–and the community and schools we serve–
are committed to diversity at all levels; we strongly encourage candidates 
of color to apply. 
 
Primary Responsibilities: 

● Maintain and manage donor database, track donations and draft 
acknowledgements. 

● Various bookkeeping duties including: tracking all payments and 
contributions; processing all checks and managing banking transactions; 
preparing accounting reports for board and grants; and monthly budget 
tracking and reconciliation. 

● Provide administrative and financial support for BASE Camp during key 
months around registration and camp rollout. 

● Work closely with external auditors to oversee annual audit and assemble 
all required materials. 

https://www.opef.org/
https://www.opef.org/


● Assist Executive Director in creating an annual budget and presentation 
for the board. 

● Support annual fundraiser, including invitation, sponsor mailings, and 
income tracking 

● Special Event support and follow up as needed 
● Maintain OPEF records and shared calendar with upcoming events/tasks 
● Other responsibilities as assigned by the Executive Director 

 
 
Skills, Qualifications, and Attributes: 

● Bachelor’s Degree (preferred)  
● Experience in an operations/administrative support role (2-3 years) 
● Experience in bookkeeping and accounting support 
● Excellent organizational skills and attention to detail 
● Ability to manage multiple projects with tight deadlines 

● Detail-oriented, organized person willing to take on a wide variety of 
administrative tasks. 

● Proficient in Excel and QuickBooks accounting software (preferred) 
● Experience in Little Green Light or other donor management/CRM 

software (ideal) 
● Ability to collaborate with OPEF staff, coordinators and board members 
● Enthusiasm for developing relationships with all of OPEF’s constituents - 

District 97 personnel, volunteers, parents and community members 

● A sense of humor and commitment to continuous improvement 
 
The Oak Park Education Foundation is a privately funded nonprofit organization 
with a mission to bring hands-on STEAM opportunities to youth that inspire a life-
long love of learning. Our professional partners share their passion for learning 
while conducting hands-on, minds-on projects with thousands of students each 
year. OPEF also runs BASE Camp, exceptional summer enrichment delivered in 
a fun, collaborative environment; BASE Camp helps to fund OPEF's free in-
school programming.  
 
Interested candidates should familiarize themselves with OPEF and send a cover 
letter and resume to the attention of Karen Daily at kdaily@opef.org. Please write 
“Operations Coordinator Applicant” in your subject line. Applications will be 
reviewed on a rolling basis and accepted until the position is filled, ideally by 
June. 
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