
 

POSITION ANNOUNCEMENT: Business Operations Specialist 

 
LOCATED IN: Raleigh, North Carolina 
 
Background 
Since 1987, the NC Rural Center has worked to improve the quality of life for the state’s rural 
people and places. We operate with the core belief that our rural communities have inherent 
cultural value and are vital to the overall economic health of our state. We recognize that the 
changing landscape of rural North Carolina brings with it significant challenges, but we also 
believe in the resiliency of our state’s rural people and their dedicated stewardship of the 
communities they call home.  
 
The Mission 
The mission of the NC Rural Center is to develop, promote, and implement sound economic 
strategies to improve the quality of life of rural North Carolinians. We serve the state’s 78 rural 
counties, with a special focus on individuals with low-to-moderate incomes and communities 
with limited resources.  
 
Position Overview 
The NC Rural Center seeks a Business Operations Specialist to help build capacity and provide 
crucial support for our rapidly growing organization. The Business Operations Specialist will 
report to the director of operations and will implement, manage, and maintain Rural Center 
systems and tools that support the operational needs of the office building, conference center, 
and staff with guidance and support from the director of operations. This position will also 
support the planning and implementation of the Center’s annual spring conference.  
 
Duties and Responsibilities  

The main responsibilities of the position will be in the areas of project management, IT 

administration, and event planning.  

Conference Center Management- 50% 
● Coordinate all aspects of conference center operations including, booking, 

contract preparation, collecting payments and permits, pre- and post- event 
inspections, inventory control, final billing, financial reporting, and the use of 
technology.  

 
Building Management- 15% 

● Coordinate with facilities management for general building maintenance, repairs, 
and security issues.  

● Oversee incoming and outgoing mail and express delivery functions.  
● Direct general emails and voicemails to the appropriate department.  
● Manage, order, and inventory, office supplies for building and staff.  
● Establish and maintain relationships with vendors.  
● Make arrangements for the creation of building security badges for new 

employees and the badge deactivation of separated employees.  
● Assist with the development and implementation of policies and processes to 

enhance organizational efficiency.  
 



 
IT Administration- 20% 

● Work with IT service provider to set up technology hardware and software for 
new employees.  

● Coordinate, manage, and troubleshoot technology systems.  
● Escalate issues, as needed, to IT support provider.  
● Maintain and improve technical systems to ensure that all employees have the 

technology they need to complete their work and the organization’s important 
files and information remain safe and intact.  

 
Event Coordination- 15% 

● Assist with the planning and logistics of the Rural Center’s annual spring 
conference.  

● Assist with the planning and management of building events.  
● Develop and implement policies and processes to streamline event coordination.  

 
Hiring Requirements and Attributes 
This position will be based at the NC Rural Center’s office in Raleigh, NC. 
 
The Business Operations Specialist should have:  

● Bachelor’s degree in related field and 3-5 years of experience in a relevant nonprofit 
setting OR an equivalent combination of education and experience.  

● Great project management skills, including organization, planning, time management, 
cost management, and prioritization.  

● Proficiency in in-person and virtual event planning, logistics, and technology.  
● Experience and comfort working with diverse groups of people. 
● Strong problem-solving, critical thinking, and decision-making skills.  
● Excellent attention to detail.  
● Growth mindset with a commitment to continuous learning and improvement.  
● Exceptional analytical, problem-solving, and communication skills. 
● Proficiency with MS Office (i.e. Word, Excel, PowerPoint) and Google Suite applications 

and have the ability to quickly learn these tools: database management systems (i.e. 
Salesforce) and event software (i.e. Cvent, Zoom). 

 
Additionally, candidates must possess the following:  

● Ability to develop and propose practical solutions to difficult and unique situations. 
● A positive, flexible, and patient attitude– must be professional in all daily interactions, 

either with internal staff or externally with local, regional, and state-wide organizations, 
community leaders, public officials, funders, and the general public.  

● Ability to take initiative in an environment of shifting deadlines.  
● Critical thinking skills with the ability to work independently.  
● A commitment to living into the NC Rural Center’s core values of “Striving for 

Excellence; Promoting Authentic Leadership; Leading with Diversity, Equity, and 
Inclusion; and Delivering Meaningful and Measurable Impact”.  

● Availability to travel (anticipated between 5-10 percent) and work some evenings and 
weekends, with advance notice.  

 
Compensation and Benefits:  
This position has an anticipated hiring range of $58,000 - $62,000, depending on qualifications 
and experience. The NC Rural Center offers excellent benefits, including health, vision, and 



dental insurance, retirement contributions, holidays, and paid time off. The NC Rural Center is 
an equal opportunity employer.  
 
How to apply:  

● Prepare a cover letter and resume specifically tailored for this opportunity and email 
them as a Word or PDF document to hr@ncruralcenter.org; the subject line of the email 
should include your name and the position title.  

● Applications will be reviewed on a rolling basis until the position is filled.  
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