3039 Troost  Kansas City, MO 64109  operationbreakthrough.org
Opera on Breakthrough, Inc. is an equal opportunity/aﬃrma ve ac on employer and encourages applica ons from all qualiﬁed individuals
including women, people of color, persons with disabili es, and lesbian, gay, bisexual, and transgender individuals. If you are interested in a
career with Opera on Breakthrough, Inc., please review our current job opening below.

Project Coordinator
JOB SUMMARY:
The posi on of Project Coordinator is designed to support to senior‐level staﬀ of the organiza on. The posi on
includes administra ve support and coordina on of programs related to the organiza on. This posi on requires the
ability to be highly organized and priori ze mul ple assignments in a changing environment while keeping a posi ve
and professional a tude. Eﬀec ve, professional communica on is essen al to maintaining diﬀerent levels of
importance for various tasks.

RESPONSIBILITIES:
 Provide administra ve support to CEO and COO; complete ongoing administra ve du es such as implemen ng
and maintaining eﬃcient and eﬀec ve processes for daily work and organiza onal systems, comple ng expense
reports.
 Serve as primary contact for the company and respond to incoming calls, emails and correspondence on behalf of
the oﬃce
 Manage high‐demand calendars proac vely, priori zing and handling changes according to business and leader
needs; support dashboard updates for Board Scorecard and Strategic Plan
 Priori ze and schedule speaking engagements, commi ee mee ng, center tours and other public events.
 Prepare conﬁden al communica on using Microso Oﬃce that is professional and appropriate for all
stakeholders of the organiza on, some mes with short meframes, changing informa on or limited direc on.
 Develop and implement special projects and external events to support the organiza on.
 Establish an archival record of the organiza on’s historical documents and photos.
 Compile research and prepare communica ons as required to support city, state, and federal advocacy eﬀorts.
Coordinate legisla ve eﬀorts and issue‐oriented communica ons with and through appropriate staﬀ.
 Other Du es as Assigned

QUALIFICATIONS:
 Associates degree in Public Administra on or related ﬁeld (Bachelor Degree preferred)
 At least ﬁve years of non‐proﬁt or business administra ve experience, to include work as a project manager or
team leadership.
 Strong project management skills for complex programs resul ng in measurable successes.
 Excellent verbal and wri en communica on skills with excep onal a en on to details.
 Personal quali es of integrity, credibility, and a commitment to and passion for Opera on Breakthrough’s Mission.
Proﬁciency with Microso Word, PowerPoint, Excel

Reports to: CEO/COO
Deadline: Open Un l Filled

