Dperations Coordinator
Mew Yark, Permanent / Full Time

Fenton is the social change agency taking on the world’s teughest challenges in human rights, sccial and economic

Jjustice, environment, education and public health. Primed with deep issue expertise and powered by creativity and
passion, we create strategies for clients to help build a more just, equitable and sustainable world. Our communications
and digital experts combine creative skills with deep sector expertise to help changemakers maximize the impact of their

work

With offices in Mew York, Los Angeles, Washington D.C., 5an Francisco and Seattle, we develop and execute strategic
public awareness campaigns. Fenton has a culture steeped in social change and activism, with a collaborative work

environment, excellent benefits and a strong sense of purpose and community across the agency.

Our Mew York office is currently seeking an Operations Coordinator. The Operations Coordinator is = IEISIBGHIEHIEE.

- Look Over the job descri ption Of the pOSition E‘E?M::‘:Z(an work ina supporting the people who foster deep relationships with our
you’re applying for Responsibilities include but are not limited to:

. _ the administration of all client-based and subcontractor - independently handle standard
amendments and renewals, consulting with management on complex issues as needed

] Underline Or highlight the education’ Ski”s’ : e e mpliS e CICOntr SR aUINERIERES =nsuring all administrative conditions are satisfied

Supports in management of the new business pipeline through Salesforce

H . _; entering customer jobs into accounting and PM tools with infermation release to
experiences the employer wants that you poroprate cepariments

Provide with guidance of the accounting and finance team
ha Ve with Salesforce; and maintain a secured revenue file
Assistin

.
.
-
« Communicate with client services team and finance to _
.
.
-

Support HR team
and set-up within systems
Ensure is met across the agency

You are:

= Remember, if you did it in class, it counts!
» |Include Relevant Coursework, COUrSE ProjeCtS | ki o st i oo me fskaaced ot ensromment
- w you knov\f, and p?rticipale ina tearr_l wi!:h a _
& ALL Relevant EXperiences on your reSUmMe | o memseenmessbes o mis sk i ot orgnistin sl
= Volunteer, Internship, Paid/unpaid, Service
Lea rn i ng ] CI u bS/ACtiVitieS, PrOfeSSionaI P Qualiﬁcaiiijjzsc:ounting, Business, Economics, and/or a related field

nd who can get jobs done with
serving inan , agency experience a plus

1 1 1 Related at a digital media company, advertising agency, publishing, entertainment or related
ssociations, Research Experience
Experience with CRM systems (ex: Salesforce) a plus
Strong knowledge of Excel (pivot tables, 1 ity Google doc

Demonstrated proficiency with and affinity for learning new tools and platforms




	Prepare to write/tailor �your resume

