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POSITION DESCRIPTION
Operations Coordinator
Status	Full-time, salaried
Schedule	In person, Monday through Friday, 8:30 a.m. to 5:00 p.m.
Location	CPLC central office, Preston Road, North Dallas
Reports to	Executive Director

About the Role
The Operations Coordinator keeps the Catholic Pro-Life Community running well so that our ministries can serve mothers, families, and the parishes of the Diocese of Dallas. This person is the first voice a caller hears and the first face a visitor sees. This person is also the one who makes sure the phones ring to the right place, the files are where they should be, the office technology works, and the organization stays in compliance with the Diocese's Safe Environment Program. It is a hands-on operations role for someone who is organized, steady under pressure, bilingual, and glad to be here.
All employees and volunteers of the CPLC exercise faithful stewardship of the time, talent, and resources entrusted to them, and of those of their coworkers, so that our work is worthy of the prayers, sacrifices, and generosity of our supporters.
Essential Duties and Responsibilities
FRONT OFFICE AND FIRST CONTACT
1. Answer and route incoming calls in English and Spanish, including calls from women seeking help, with warmth, discretion, and accurate referral to the right ministry
1. Receive guests, deliveries, and vendors; keep the reception area and common spaces welcoming and orderly
1. Manage the general inbox, voicemail, and after-hours messaging so that no inquiry is missed
OFFICE SYSTEMS AND TECHNOLOGY
1. Administer the office phone system: user setup, call routing, auto-attendant, voicemail, and the vendor relationship
1. Serve as day-to-day administrator and first-line support for the office technology stack (shared drives, email and calendars, donor database, scheduling, printers, and other platforms), and coordinate with outside IT support when needed
1. Maintain equipment inventory, software licenses, logins, and renewal dates; recommend improvements that save staff time
1. Train new staff and volunteers on office systems
OPERATIONS AND ADMINISTRATION
1. Order and manage office and break room supplies within budget; track and route vendor invoices
1. Maintain physical and electronic files, including personnel and compliance records, in good order
1. Manage conference room scheduling, staff calendars, and shared resources
1. Support in-house mailings and printing projects at the direction of Communications and Development, including mail merge, supply management, and volunteer oversight
1. Organize, print, and mail acknowledgement letters for donor gifts at the direction of the Development office
1. Assist with travel, meeting logistics, and event setup as needed, including occasional evenings and weekends
1. Facilitate recycling and the upkeep of common areas and storage
1. Other operational duties as assigned by the Executive Director
SAFE ENVIRONMENT COORDINATION
1. Serve as CPLC's Safe Environment Coordinator with the Diocese of Dallas: track staff and volunteer training, background checks, and renewals; maintain required records; and ensure the organization remains in full compliance
1. Onboard new staff and volunteers through the Safe Environment process and keep leadership informed of upcoming deadlines
TRANSLATION
1. Provide written and spoken Spanish translation for ministry materials, communications, and conversations as needed
Qualifications
1. Full professional fluency in English and Spanish, spoken and written (required)
1. Acceptance of the magisterial teachings of the Catholic Church, an understanding of the Church's teaching on life issues, and a personal commitment to the pro-life mission
1. Active membership in a parish or faith community in good standing with the Church, and compliance with all Safe Environment requirements of the Diocese of Dallas and the CPLC
1. Demonstrated comfort administering business software, including phone systems, Microsoft 365 or Google Workspace, and databases or CRMs, and the willingness to learn new tools quickly
1. Two or more years in operations, office management, or administrative coordination preferred
1. Highly organized, detail oriented, and able to prioritize and meet deadlines independently
1. Demonstrates exceptional professionalism, courtesy, and interpersonal skills when interacting with a diverse range of individuals, including clients, donors, board members, community partners, vendors, and colleagues. Adapts appropriately to different audiences, consistently representing the organization with warmth, discretion, and good judgment.
1. Able to work in person at the CPLC office Monday through Friday, 8:30 a.m. to 5:00 p.m., with occasional evening and weekend events
The statements above describe the general nature and level of work performed by the person in this position and are not an exhaustive list of all responsibilities, duties, and skills required. All representatives of the Catholic Pro-Life Community may be asked to perform duties outside their normal responsibilities from time to time.
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