
 
Operations Coordinator 
 
Location: College Park, MD 
Reports to: Executive Director 
 
Food Recovery Network (FRN), the largest student movement against food waste and hunger, 
is seeking an Operations Coordinator. The role ensures the day-to-day functioning of FRN and 
is key to supporting a vibrant, fast-paced, and creative office so that our full team can focus on 
the mission of decreasing food waste at the source and feeding people, not landfills. The 
Operations Coordinator must be excited about creating and maintaining processes and 
procedures that ensure efficiency, promote cost savings, and improve FRN’s ability to work 
effectively. The Operations Coordinator needs to love details. The role is both internally-facing 
to support the day-to-day of FRN as well as externally-facing to build and manage relationships 
with FRN’s many vendors and stakeholders. 
 
FRN continues to expand quickly and is in year two of what has thus far been a successful 
three-year strategic plan. FRN needs someone who is energized by logistics, who loves keeping 
track of the details necessary to keep a fast-paced nonprofit running smoothly, and who is 
motivated by keeping her/himself, colleagues, and the office organized. 
 
Does that sound like you? If so, read on and we hope you apply!  
 
To date, FRN has recovered more than 2.3 million pounds of food and is on 235 campuses 
across the country. To learn more about FRN, please visit our website. 
 
Responsibilities:  
  
The Operations Coordinator will report directly to the Executive Director and will work closely 
with FRN’s Leadership Team. This role will work with many FRN stakeholders, both internal and 
external. 
  
Administration & Operations 

● Reads and answers FRN’s mail and general email account and redirects 
correspondence appropriately 

● Responds to timely information requests regarding tax payments, government agency 
correspondence, insurance, etc. 

● Ensures FRN technology is functioning properly and troubleshoots as needed  
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● Coordinates logistics for events as needed, such as catering, travel, and other 
behind-the-scenes work 

● Supports Food Recovery Verified processes for payments and orders 
● Maintains FRN inventory and orders new FRN merchandise and office supply orders 
● Provides general administrative support to Executive Director and Leadership Team 
● Ensures the office is tidy, especially for hosting external guests 
● Supports FRN in capacity building by identifying, researching, documenting, and 

implementing new policies, procedures, platforms, etc. 
● Ensures team is aware of and proficient in new platforms, technologies, etc. 
● Performs mail runs weekly or as needed  

 
Human Resources Support 

● Administers and manages all new hire paperwork 
● Generates offer letters and other human resources paperwork 
● Manages time management platform and other human resources platforms as identified 
● Maintains and updates FRN employee and operations handbooks 
● Supports staff onboarding and offboarding 

 
Financial Support  

● Ensures payroll is processed twice a month 
● Oversees FRN’s financial health by working with accountant to provide monthly and 

as-needed financial statements to the Executive Director; monitors financials for unusual 
activity 

● Addresses time sensitive accounting needs such as paying bills, ensuring 990 is filed, 
and supports in maintaining financial review/audit compliance 

● Supports preparation for annual financial review 
● Manages bookkeeping, including reimbursement of staff 
● Supports with fundraising events including logistics, Salesforce data entry, and reporting 
● Oversees FRN donor acknowledgement process 
● Supports with some grant logistics 

 
Vendor Support & Liaison Work   

● Collaborates with and supports communication across departments 
● Serves as liaison between FRN and vendors, including our accountant, building 

management, insurance agencies, and technology firm 
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Candidate Qualifications: 

● Interest in working in social justice and food recovery spaces 
● College degree and/or 2 years of office administrative experience 
● Familiarity with Quickbooks or similar bookkeeping experience 
● Proficiency in Microsoft Office Suite and Google Apps for Business 
● Comfortable with learning new online databases 
● Ability to communicate via email and phone with people of different backgrounds 
● Ability to work independently in a fast-paced environment, meet concurrent deadlines, 

organize time and priorities, and work well as a member of a team 
● Excellent organizational and interpersonal skills 
● Detail oriented; energized by logistics and skilled at documenting processes and 

procedures 
● Supportive, friendly, flexible, positive, and calm approach to problem-solving and work 
● An exceptionally high level of integrity, trust, accountability, and judgment 
● Salesforce experience a plus 
● Sense of humor a plus 

 
Compensation & Benefits: 
 
The starting salary is $34,000/year. Benefits include paid holidays, 20 days Paid Time Off 
(PTO), flexible work schedule, and professional development opportunities. FRN is still a small 
nonprofit, and we do not offer healthcare or retirement benefits. This role, while offering the 
exciting opportunity to help shape a dynamic movement, is best suited for someone who 
already has access to healthcare benefits. 
 
How to Apply:  

If interested, please send a cover letter and resume to careers@foodrecoverynetwork.org with 
the subject line “Operations Coordinator Position”. 
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