Executive Operations Coordinator
Reports to: President | Status: Full-Time | Location: Lakeland, Florida
Position Summary
The Executive Operations Coordinator provides administrative, organizational, and development support to the President and Board of Directors. This position helps advance organizational priorities by coordinating executive and board activities, managing key projects and communications, and supporting donor stewardship and fundraising efforts.
The ideal candidate is organized, detail-oriented, technologically proficient, and able to manage multiple priorities with professionalism and discretion.
Executive & Board Support
· Manage the President's calendar, scheduling, correspondence, and meeting follow-up.
· Coordinate meetings and communications with board members, donors, community leaders, and other stakeholders.
· Support Board and committee meetings, including agendas, materials, logistics, and minutes.
· Prepare reports, presentations, board packets, and other executive materials.
· Maintain board records, governance documents, attendance, and committee assignments.
· Track action items, deadlines, and organizational priorities.
· Assist with special projects and administrative initiatives.
· Ability to occasionally work evenings for board or donor functions and special events.
· Handle confidential information related to personnel, financial, donor, and board matters with discretion and professionalism. 
Technology & Administration
· Coordinate virtual meetings using Microsoft Teams and Zoom.
· Create and maintain reports, spreadsheets, presentations, forms, and tracking tools.
· Utilize technology to improve efficiency, organization, and administrative processes.
Development Support
· Provide administrative support for fundraising, donor engagement, and stewardship activities.
· Assist in maintaining donor records and reporting through development systems.
· Assist with donor acknowledgments, reports, and donor meeting preparation.
· Support stewardship efforts and recognition activities for donors, volunteers, board members, and community partners.
Qualifications
· Three or more years of executive support, nonprofit administration, development, board relations, or project coordination experience preferred.
· AA Degree or higher. 
· Excellent written and verbal communication skills, including professional correspondence and meeting minutes.
· Proficiency in Microsoft Outlook, Teams, Word, Excel, PowerPoint, Zoom, and donor database systems.
· Strong organizational skills, attention to detail, and ability to manage multiple priorities.
· Professional presence, sound judgment, discretion, and ability to work effectively with board members, donors, volunteers, and community leaders.

