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Business Operations Manager Position Description


Job Title:	Business Operations Manager
Reports to:	Deputy Director
Type of Position:	Exempt; Part-time preferred, Full-time available
Salary Range:	$60,000 - $75,000
Type of Position:	Remote


I. ABOUT THE ORGANIZATION

Hawaiʻi Children's Action Network (HCAN) advocates for children by building a unified voice, educating communities, and developing policies to ensure all keiki (children) are healthy, safe, and ready to learn, focusing on affordable healthcare, child safety, and economic security for families. HCAN works through public education, community organizing, policy advocacy, and connecting families with resources to create a supportive environment for children across Hawaiʻi.


II. JOB SUMMARY:
The Business Operations Manager plays a key role in ensuring the smooth, compliant, and efficient operation of the organization’s administrative and financial systems. This position does not supervise staff but serves as the primary internal point of contact for the organization’s external accounting services and human resource providers, and vendors. The ideal candidate is detail-oriented, proactive, and comfortable working in a small, fast-paced nonprofit environment where collaboration and clear communication are essential. The position's day-to-day activities are supervised by HCAN’s Deputy Director.


III. ESSENTIAL JOB FUNCTIONS:

1. Financial Coordination & Oversight
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· Serves as the day-to-day liaison with the external accounting team, ensuring timely
communication, accurate reporting, and smooth workflow.
· Supports the Executive Director in preparing and monitoring programmatic budgets and ensuring organizational financial health.
· Supports the Deputy Director with grant monitoring and compliance efforts.
· Reviews monthly financial statements, flags discrepancies, and coordinates
corrections with the accounting team.
· Assists with annual audit preparation and compliance documentation.
· Tracks accounts payable/receivable and ensures timely submission of invoices, receipts, and reimbursement requests.

2. Administrative & Operational Support
· Maintains organizational records, contracts, and administrative systems.
· Supports HR-related processes such as onboarding paperwork, timesheet collection,
payroll processing, and benefits coordination (as applicable).
· Manages vendor relationships and service agreements.
· Assists with financial and human resource policy updates, internal procedures, and compliance requirements.
· Coordinates insurance renewals, registrations, and other operational filings.
· Explores emerging technology and resources to optimize functions.

3. Board & Organizational Support
· Prepares financial and administrative materials for board meetings as needed.
· Provides logistical support for organizational planning, retreats, and special projects.

4. Other Duties as Assigned


IV. QUALIFICATIONS:
The candidate must be able to perform each essential duty satisfactorily to be successful in this position. The requirements below represent the required knowledge, skill, and/or ability.

Required:

· Bachelor’s Degree in a related field or five (5) years of experience in nonprofit operations, business operations, finance, or accounting.
· Passion for the mission, vision, and values of Hawaiʻi Children’s Action Network, along with a strong commitment to equity and social justice.
· Strong project management and follow-through skills.
· Experience coordinating administrative or finance-related workflows.

· Comfort working with external vendors or accounting/finance service providers.
· Strong organizational judgment and attention to detail.
· Strong self-motivation and ability to meet tight deadlines and balance multiple
priorities.
· Excellent communication skills, both written and verbal.
· Proficient in Microsoft Office, as well as accounting software.
· Proficient with digital communication tools for remote work.
· Ability to maintain high levels of confidentiality and professionalism.

Preferred:
· Familiarity with nonprofit financial systems, grant budgets, and compliance.
· Strong background in donor, members, and grant management.
· Background in 501c3/c4 financial organizational models.


V. WORKING CONDITIONS

· This position is remote.
· Work hours are flexible; must be able to support work for Hawaii Standard Time (HST).
· HCAN Employees must have reliable internet, a suitable workspace, and sufficient privacy to execute their work duties.
· This position is at-will.
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