
POSITION DESCRIPTION 

TITLE: Operations Coordinator 

REPORTS TO: Chief Financial Officer (CFO)  

SALARY RANGE: $38,000 - $48,000 annually (based on years of experience) 

Who we are: 
Dedicated to Art for All, Maryland Hall is the region’s cultural core, convening and engaging people in 
arts experiences that strengthen community. Maryland Hall was founded in 1979 by a group of artistic 
visionaries who believed the former Annapolis High School could best be utilized as a community arts 
center. Today, our historic landmark building is the community's gathering place for the arts. Through 
year-round classes, performances, exhibits, tours, workshops and demonstrations, people of all ages 
discover the transformative power of the arts. Each day, Maryland Hall nurtures inspiration, cultivates 
originality and fosters the imaginations of the children, families, students and adults who come through 
our doors. 
 
The position we’re filling: 
The Operations Coordinator will be responsible for the management of daily business activities and 
administrative tasks. The operations coordinator's responsibilities include assisting with human resource 
allocation, organizing company events, arranging and assisting with employee training, managing 
budgets, and liaising with clients. 
 
What you’ll be doing: 

 Assisting with the management of daily operational activities 

 Performing administrative tasks, such as making travel arrangements, answering phones, 

scheduling meetings, etc. 

 Managing office supplies and the maintenance of office equipment 

 Arranging and assisting with the onboarding of new employees 

 Managing internal and external stakeholder relations 

 Managing budgets and preparing financial reports for senior management 

 Planning and organizing conferences, events, staff training, and employee engagement activities 

 Preparing and maintaining operations documents and reports 

What you bring: 

 Experience in office management or an administrative role 

 Excellent communication and people management skills 

 Excellent organizational and time management skills 

 Proficiency in Microsoft Office 

 Ability to multitask and prioritize 

 Self-starter with strong problem-solving skills 

 The ability to work cooperatively with different personalities and individuals of diverse 

racial/economic/cultural backgrounds 

 Personal qualities of integrity, credibility, and a commitment to Maryland Hall’s mission 



 

This is a full-time, exempt, position. Hours are typically Monday through Friday with some 

evenings and weekends. 

 

Interested applicants should submit a resume and cover letter to jobs@marylandhall.org. Applications 

accepted until position is filled.  
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