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Operations Manager 

Job Description 

 

 

 

Organizational Context 

Sahar Education is an international nonprofit organization building schools and providing educational 

programs for Afghan girls and women, empowering and inspiring them and their families to build 

peaceful, thriving communities. Sahar’s programs include building state-of-the-art educational 

facilities, teacher training, digital literacy, early marriage prevention, and engaging men and boys as 

gender allies. 

 

Sahar is based in Seattle, Washington and is composed of three full-time staff members, the Executive 

Director and the Operations Manager, and the Program Manager. Due to COVID-19, all staff members 

are working remotely for the foreseeable future.  

 

Operational Context 

This year, Sahar celebrates its 20th anniversary of promoting girls’ education in Afghanistan. This 20 

year mark is exciting for the Sahar team in many ways. It is also a crossroads for the organization as it 

looks forward to continuing its growth.  

 

The Opportunity 

 

The overall purpose of the Operations and Campaign Manager is to provide Sahar with the ability to 

deliver best in class programs for children in Afghanistan. This position is responsible for administrative 

and operational support to the Executive Director and assumes a majority of day-to-day administrative 

and operational responsibilities, including database management, special events planning and 

coordination, donor engagement, communications, and marketing.  

 

This 12-month, full time 40 hrs/week position offers an opportunity for both personal and professional 

development and programmatic planning in an organization with high impact in the field of 

international development and women’s empowerment. Sahar provides a small, entrepreneurial 

environment that has lots of room for making a contribution, while learning about organizational 

development, non-profit management and girls’ empowerment through education. This position is an 

opportunity for professional development, mentorship, and the expansion of skills related to 

international development.  
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Key Responsibilities 

 

● Administer Salesforce, Dropbox, Google Suite, Mailchimp, Greater Giving, Global Giving, 

Wordpress, and other database management, online filing systems and mail distribution. 

●  Manage Sahar's calendars in addition to scheduling and coordinating meetings and 

appointments for the executive director, president of the board, board members, and 

campaign cabinet.  

● Coordinate the design and production process of Sahar’s branded collateral.  

● Coordinate production and regular distribution of donor materials.  

● Coordinate grant database including tracking, applications, managing reporting requirements 

and deadlines.  

● Plan and execute small events, as well as collaborate with board and ED to execute the annual 

Sahar Fall Fundraiser.  

● Coordinate with social media outreach and marketing campaigns.  

● Coordinate with Program Manager on program development 

● Regularly update and create website content.  

● Assist with Board management. 

 

Reporting  

 

The Operations Manager reports directly to the Executive Director. Trained by the Executive Director 

and Operations Manager. This is a remote position.  

 

This position requires a three-month probationary period followed by a performance review. 

 

Qualifications and Experience 

 

Education and Experience 

● Bachelor’s degree in International Studies, Gender studies, Education, Political Sciences, 

Communications, Journalism or in a related field,  

● Demonstrated interest in women’s studies, girls’ education, and gender equity, mandatory; 

● Excellent written and verbal communication skills in English, mandatory; 

● Excellent word processing skills, mandatory; 

● Excellent organizational, priority setting and time management skills, mandatory; 

● Understanding of fundraising and marketing strategies, helpful; 

● Ability to work well in a small team environment, mandatory; 

● Secondary knowledge of Persian and/or Dari, helpful; 
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Core Values and Ethics 

● Commitment to Sahar’s Mission and Values and the ability to convey with enthusiasm Sahar’s 

role in promoting girls’ education and gender equity.  

● High integrity, honesty and confidentiality; ability to deal tactfully and discreetly with 

situations, people and information;  

● Acceptance of diversity and inclusion as a core value;  

● Willingness to work in flexible, multi-cultural environments. 

 

Compensation 

Annual Salary of $40,330 - $44,000 

Health care stipend of $1,800 per year; 3 weeks of paid time off 

 

Application Process 

1. A completed resume, indicating your name, degree, year of 

graduation, name of university, previous work experience, including previous service work or 

study abroad and any professional expertise you might offer.  

2. Cover Letter 

3. Writing Sample (1-3 Pages)  

4. Letter of recommendation by former faculty or academic administrator 

 

Applicants are requested to send their complete application to info@sahareducation.org by January 

26, 2022. Applications are reviewed on a rolling basis; after the application is reviewed, a virtual 

interview will follow.  

 

Start Date: ideally the candidate will start immediate. 

 

Sahar is an equal opportunity employer. We are seeking a diversity of background and experience 

in our applicant pool.  

 

 

 

 

 


