
 

 
POSITION DESCRIPTION 

 

Job Title:  Operations & Outreach Assistant  

Reports to:  Business Development Coordinator Date Revised: March 2018 

POSITION SUMMARY    

Under the supervision of the Business Development Coordinator, the Operations & Outreach 

Assistant is an integral member of the shared service team.  This role creates the first impression 

for the customer experience, acting as the initial point of contact and assisting customers to take 

advantage of our programs. As our customer navigator, the Operations & Outreach Assistant 

drives the intake process, which includes working with customers on completing intake materials 

and program specific requirements.  This position also plays a vital role in performing outreach 

activities, building and maintaining our Salesforce platform, managing all office related activities 

(from copier and cleaning services to coordinating yard cleanup and building repairs) and 

providing front of house services at our main office location.   

PRINCIPAL DUTIES AND RESPONSIBILITIES    

Customer Navigation and Outreach 

 Provides personalized, one-on-one leads outreach via phone or email. Assists customers 

needing technical assistance to navigate and complete the process, with a 

consistent emphasis on providing amazing customer service. 

 Triages customer communication (responding or delegating, as appropriate).  

 Manages the leads conversion process, including the customer conversion and 

deactivation process.  

 Ascertains customer information to determine appropriate NWHP program dispatch and 

collects all appropriate customer documentation.  

 Creates and provides regular Salesforce reporting. 

 Identifies and proposes innovative ways to utilize Salesforce and other tools to maximize 

organizational impact, efficiency, scale, and sustainability.  

 Represents NWHP at appropriate meetings, presentations and community events.  

 Manages and maintains outreach related resources and contracts in Salesforce. 

 Tracks and maintains outreach activities across the organization and contributes to the 

design and maintenance of the calendar of events. 

 Works closely with marketing and outreach staff to monitor campaign reports within 

Salesforce to ensure that users and staff are connecting customers to specific campaigns 

and analyzing results to identify which efforts deliver the best results for the least cost.  



 
 

 Oversees organization's special events, including but not limited to community 

improvement projects, fundraising events and tabling efforts. 

 Maintains loan servicing database for all non-outsourced loans and manages requests. 

 Ensures update to date contact information in proper listing in consumer and partner 

facing locations. 

Office Coordination 

 Manages all office related contracts and services for the main office and any satellite 

offices. Office related contracts include, but are not limited to, copiers, phones, 

maintenance and repair, security systems, snow removal, landscaping, trash and recycling 

removal, postage devices, utilities and cleaning services. 

 Ensures all shared expenses are properly allocated to the appropriate department and 

manages line item budgets for all assigned resources (office contracts, office supplies, food 

budgets, etc.) 

 Procures and manages office supplies with a focus on ensure adequate and efficient 

utilization of resources. 

 Manages staff, Board and committee meeting infrastructure including physical and virtual 

meeting setup and procurement of related meals and refreshments. 

 Coordinates all office and staff engagement activities, including but not limited to, 

birthday related activities, new hire on-boarding coordination, office parties and staff 

community service events. 

 Maintains and manages office files and records with effective filing systems, including key 

management. 

 Maintains overall tidiness and cleanliness over of the main office space. 

 Receives and processes daily cash receipts. 

 Supporting other teams with various administrative tasks and other shared service duties, 

as assigned. 

QUALIFICATIONS:    

Required   

 Customer focused, with strong written and verbal communication skills.  

 Strong working knowledge of Microsoft Office suite of applications.  

 Ability to work effectively in a culturally diverse community.  

 Strong technological aptitude with the ability to train staff on office equipment, tools and 

software.  

 Detail-orientated, with a passion to learn new skills and techniques to promote efficiency 

and successful client and process outcomes.  Ability to identify areas of improvement for 

processes, policies and procedures 

 Flexible, with the ability to manage multiple tasks in high volume work environment.  

 Fluency in two or more languages (including English). 

 



 
 

Desired 

 A minimum of two years’ relevant experience 

 Experience with Salesforce CRM. 

 Demonstrated time management skills 

 Passion for the mission of the organization. 

 Familiarity with real estate and/or lending. 

Physical and Schedule Requirements 

 Ability to travel locally and transport outreach materials to events in the Twin Cities 

metropolitan area. 

 Must be able to work nights, weekends with a flexible schedule, as necessary. 

 Reasonable accommodations may be made to enable individuals with disabilities to 

perform the assigned and essential functions.  

All employees are responsible for following applicable NeighborWorks Home Partners policies and 

procedures as defined by their manager or Employee Handbook. 

DISCLAIMER: The above statements are intended to describe the general nature and level of work 

performed by employees assigned to this position. They are not intended to be an exhaustive list of 

all duties, responsibilities, and qualifications.  Management reserves the right to change or modify 

such duties as required.   

Acknowledgement  

I have received a copy of this job description and understand my job duties and responsibilities. 

 

 

Employee Name 

 

Employee Signature 

HR USE ONLY:  

Exempt                     Non-Exempt 

Full-time                   Part-time (# of hours 20) 

Supervisor                Non-Supervisor 

Permanent                Temporary 

 

 


