
 

 

 

JOB ANNOUNCEMENT 
 

Operations and Technology Coordinator 
 
Building Changes believes everyone in Washington can be stably housed. We strengthen the leaders, 
organizations and systems that make it possible.  
 
Reporting to the CFO, this experienced Operations and Technology Coordinator will provide general 
office support and ensure smooth daily operations across the agency.  The position is located at our 
office in Seattle. 
 
Job responsibilities will include: 

 
Technology and Programs Support 

 Coordinate operations and technology projects 

 Point person for day-to-day technology issues. 

 Liaison with technology vendor to ensure tech problems are handled promptly and ensure 
helpful service 

 Actively participate in Operations planning and implementation, and support team 
committee troubleshooting. 

 Assist in preparation for various program meetings, cleanup following meetings and provide 
other support to program staff as needed. 

 Support meeting tools, including setting up and troubleshooting tools such as online 
webinars, PowerPoint, video, etc.   

 
General Operations Support 

 Maintain general office environment 

 Oversee Agency calendar.  

 Retrieve and distribute mail daily in accordance with established policies and procedures  

 Process and record daily cash receipts 

 Monitor general office and kitchen supplies; manage supplies cabinet, technology cabinet, 
parking tags, phones, etc.; process staff requests for supplies; submit order to vendor; 
retrieve deliveries and distribute or store supplies. 

 Troubleshoot and work with technicians on issues affecting copiers and other rented 
equipment 

 Monitor copier and postage meter use; order supplies as needed; record meter readings and 
submit to Accounting. 

 Process completed contracts, in accordance to established procedures. 

 Greet and receive guests, as needed. 

 Act as point person for building related issues, needs or support 

 Perform other duties as assigned. 
 



The successful candidate will have a combination of the following experience  

 Associate degree + at least two years relevant administrative, customer service or support 
work experience; or equivalent combination of education and experience.  

 Demonstrated operating knowledge of computers.  

 Experience with SalesForce or another CRM database. 

 Advanced level ability with Word, Excel, PowerPoint, Outlook and other required software 

programs. 

 Excellent communication skills, both written and oral. 

 Attention to detail and strong organizational skills. 

We offer competitive pay, as well as excellent health, time off and retirement benefits.  To apply for 
this position, please email cover letter, resume, and salary requirements to: 
jobs@buildingchanges.org – Subject: Ops & Tech Coordinator.  For more information please visit our 
website at www.buildingchanges.org.  
 

Building Changes is an Equal Opportunity Employer with a strong organizational commitment to 
building a diverse workforce. 
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