
                         ​Operations Coordinator 
 

DEPARTMENT Operations Team 
REPORTS TO Deputy Director 
SALARY RANGE $42,000 - $47,000 DOE 
POST/CLOSE  OPEN until Filled 
CLASSIFICATION Exempt/Full-time  
HOURS Monday – Friday, 8:00 – 5:00pm 
LOCATION TAF Corporate Office  – Bethaday Community Learning Space (BCLS) – White Center 

    ​605 SW 108 ​th​ St., Seattle, WA 98146 

SUMMARY 

The Operations Coordinator supports TAF’s Operations Team. The Operations team is responsible for managing the operations                
of the Bethaday Community Learning Space (BCLS) facility, Rentals, and Human Resources. The Operations team is committed                 
to providing outstanding customer service to staff, tenants, and rental guests. 

 

ESSENTIAL DUTIES & RESPONSIBILITIES 

Facilities Support 
▪ Greet and direct guest at front desk 
▪ Manage reservation schedule for staff and tenants 
▪ Manage BCLS Maintenance Schedule 
▪ Schedule Annual Maintenance BCLS Walk-through 
▪ Provide support for annual reporting 

 
Rentals 

▪ Must have at least 2-years experience planning/coordinating events 
▪ Rental set-up of furniture 
▪ Respond to rental inquires through general TAF mailbox 
▪ Schedule tours 
▪ Post follow up with renters to solicit reviews for Wedding Wire and the BCLS website 

 
Social Media/Website 

▪ Manage and promote BCLS Projects on social media websites (Facebook, Instagram, Twitter, LinkedIn, YouTube, 
Pinterest, etc.) 

▪ Update BCLS website using Word Press 
▪ Coordinate Constant Contact schedule and execute online mailings for marketing purposes 

 
Administrative Support 

▪ Check TAF’s general email box regularly 

▪ Maintains rapport with customers, managers, and tenants by arranging continuing contacts; researching and developing 
new services and strategies; setting priorities; resolving problem situations. 

▪ Provides information by answering questions and requests 
▪ Maintains supplies inventory by checking stock to determine inventory level; place and expediting Office Depot, and 

Amazon orders for supplies; verifying receipt of received supplies 
▪ Manage BCLS Google reservation calendar 
▪ Retrieve, sort and prepare incoming mail and packages for distribution to appropriate personnel, or tenants 

 
 
 

 
 
 
 
 
*Other assigned Task as needed 
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▪ Provide ​ Excellent customer service skills 
▪ Ability to take initiative and manage projects from beginning to end 
▪ Ability to represent underserved communities of color 
▪ Familiarity working in diverse and multi-cultural and bilingual environments 
▪ Excellent written and oral communication skills with demonstrated ability to speak and write clearly and persuasively; 

ability to compile data accurately. 
▪ Great attention to detail 
▪ Pass all required criminal and child abuse background checks 
▪ Possess a valid Washington State Drivers license 
▪ Experience working with facilities operations and rentals a Plus 
▪ Must be able to lift 50 pounds 
▪  

 

QUALIFICATIONS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EDUCATION & EXPERIENCES 

▪ AA Degree or greater in Communications or similar field, substitute with  4-years of experience  
▪ Moderate to high proficiency and or aptitude in Microsoft Office, Drop box, Google Docs, and Word Press skills. 
 
 

 
 
 
 
 

BENEFITS 

Full-time staff is eligible for benefits. 
▪ Medical ​: 100% Medical paid by Employer for employee and children 
▪ Vacation ​:  2-weeks of accumulated vacation + extra week of vacation in summer when organization shuts down 
▪ Sick: ​ 1 week of  accumulated paid sick leave  
▪ Professional Development: ​ Access to professional development courses online 
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LANGUAGES SKILLS 

▪ English, fluency in languages other than English is a plus. 

TAF does not discriminate based on race, gender, religion or sexual orientation. 

 
 
 
 
 
 
 
 
 
TO APPLY: 
 
Forward resume and cover letter to the Attention of HR at tafjobs@techaccess.org. For more information visit our website at 
www.techaccess.org/about/work-at-taf/ ​.  No phone calls please. 
 

 
 
 
TAF complies with the Civil Rights Act of 1964 (Title VII) and Equal Employment Opportunity (EEO) and follows                  
guidelines to select the best qualified person for each position within the organization. No employee or applicant will be                   
discriminated against because of race, creed, color, religion, gender, sexual orientation, national origin, age, or other                
physical or mental disability.  
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