
JOB DESCRIPTION 

 

POSITION TITLE:  Business Operations Assistant 

DEPARTMENT:  Catholic Charities 

REPORTS TO:  Director or Regional Business Manager 

FLSA:   Non-Exempt 

 

POSITION SUMMARY: Proficiently performs assigned business operations; assists with 

entering, retrieving, maintaining, and analyzing information in agency databases; assists with 

preparation, submission, oversight, monitoring, and compliance of contract and grant proposals; 

administers billing; prepares and processes check requests and deposits; analyzes and prepares 

financial reports; provides administrative and clerical support; supports fundraising/development 

efforts; manages special projects; and, other administrative duties. 

 

ESSENTIAL FUNCTIONS (As Assigned) 

 

1. Proficiently performs assigned business operations for an office. 

2. Assists with entering, retrieving, maintaining, and analyzing information in agency 

databases; serves as database Administrator of designated systems. 

3. Assists with preparation, submission, oversight, monitoring, and compliance of contract and 

grant proposals; assists with compiling proposals, applications, narratives, and projections 

for contracts and grants; prepares reports to monitor grant and contract compliance; 

coordinates training of staff and maintains staff training logs for contracts and grants.  

4. Administers billing, including preparation, submission, and oversight of contractual 

compliance.   

5. Prepares and processes check requests.  

6.  Prepares and processes deposits (cash, checks, credit cards, etc.) including fees, grant funds, 

donations, etc.    

7.  Prepares or assists with preparing Cash Disbursement Requests; maintains and reconciles 

Office Petty Cash. 

8.  Maintains the regional imprest account.   

9. Analyzes and prepares financial reports. 

10. Provides general administrative and clerical support, including but not limited to:   

a. answering phones and taking messages, or responding to inquiries by providing 

information regarding agency services; 

b. operating automated systems to produce and maintain database files and records; 

c. operating word processing, spreadsheet, desktop publishing, and related software to 

prepare reports, mailings, newsletters, and other documents 

d. obtaining office supplies and schedules necessary equipment maintenance in 

accordance with established policy and procedures 

11. Supports fundraising/development efforts; organizes fundraising event information; 

maintains fundraising events database and produces fundraising reports  

12. Manages special projects. 

13. Supports other administrative duties. 

14. Serves as a Notary Public. 

15. Participates in the evaluation of Agency services and in strategic planning toward the 

accomplishment of the Agency mission.  

16. Participates in the Agency’s Quality Improvement System and supports Agency compliance 

with relevant accreditation standards. 

 

 



OTHER RESPONSIBILITIES: 

 

1. Participates in staff meetings, staff trainings, and development activities. 

2. Prepares and maintains a reference manual for the assigned position. 

3. Performs other duties as assigned. 

 

EDUCATION, EXPERIENCE AND SKILLS REQUIRED: 

 

1. Must have completed 60 undergraduate hours and possess strong computer skills. Five 

years of direct administrative support experience and exceptional computer skills can be 

substituted for the undergraduate hours. 

2. Must have expertise with Microsoft Word. 

3. Must be able to pass Microsoft Excel skills test. 

4. Must be able to operate proficiently within various databases. 

5. Skill required: be prompt, accurate, and courteous; communicate effectively; work 

effectively with staff and volunteers; operate routine office equipment; plan, organize, direct 

and coordinate business operations; read, interpret, and utilize detailed financial reports; 

enter data into and retrieve data from computerized databases. 

 

WORKING ENVIRONMENT: Responsibilities of the Business Operations Assistant involve 

periodic travel and work beyond the regularly scheduled workday. 

 

Effective: 11/05/2020 


