Operations Manager
Full-Time  |  In-Person  |  Williamsport, PA  |  $70,000/year

	Organization:
	Covation Center, Inc.  |  217 W 4th St, Williamsport PA 17771

	Hours:
	Full-time, 40 hours/week

	Compensation:
	$70,000/year

	Location:
	In-person at Covation Center — Williamsport, PA

	Reports To:
	Executive Director

	Start Date:
	As soon as the right person is found



About Covation Center
Covation Center is a Williamsport-based nonprofit that equips small business owners with the tools, community, and support they need to grow. We run coworking space, training programs, community events, and business development initiatives across Central Pennsylvania. We are a small, mission-driven team in active growth mode — and we need an Operations Manager to help us run better.

The Role
We are looking for a highly organized, self-directed doer who can take ownership of the systems and coordination work that keeps our programs running and our team aligned — so our Executive Director can focus on strategy and growth.
This is not a strategy role. You are the person who takes a clear direction and makes it happen. You manage the details, coordinate the people, track the follow-through, and make sure nothing falls through the cracks. If you thrive on execution, love a clean project board, and get satisfaction from a program that runs without a hitch, this role was built for you.

What You'll Own
1. Internal team coordination and project management — owning our ClickUp system, keeping tasks and deadlines current, and running weekly team check-ins
1. Program logistics for Engage! MasterClass; scheduling, registration, participant communications, and event execution
1. Grant program support — maintaining participant records and documentation for our Business Service Center initiative
1. Sponsorship and membership pipeline support — keeping our CRM current, drafting outreach, and tracking follow-up so no opportunity goes cold
1. Basic expense tracking for program budgets — recording expenditures and flagging variances, not bookkeeping
1. Executive Director support — agendas, briefing notes, and proactive coordination so leadership time is protected

What We're Looking For
1. 3+ years in operations, project management, program coordination, or a similar role
1. Experience with a project management tool — ClickUp, Asana, Monday.com, or similar
1. Strong written communication — you write a lot of emails, documents, and follow-ups in this role
1. A natural finisher — you are uncomfortable leaving things incomplete or ambiguous
1. Comfort working independently in a small nonprofit where initiative is expected
1. CRM experience is a plus; GoHighLevel familiarity is a bonus
1. Nonprofit or grant program experience is helpful but not required

What This Role Is Not
This is not an HR role, a financial management role, or a strategic leadership role. If you need to own the vision and direction, this is not the right fit. If you want to be the person who makes the vision happen — this is exactly the right fit.

How to Apply
Send your resume and a brief cover letter to:

info@covationcenter.org
Subject line: Operations Manager Application

In your cover letter, answer this one question: Describe a time you took a complex, multi-part project and got it across the finish line. What did you own, what did you coordinate, and what would have broken down without you?

Applications reviewed on a rolling basis.

Covation Center is an Equal Opportunity Employer. We celebrate diversity and are committed to creating an inclusive environment for all employees.
