
 
About EdReports.org: 

Research demonstrates that instructional materials can have as large an impact on student 
outcomes as teaching quality. Since the introduction of the Common Core State Standards, 
instructional materials claiming to be aligned have flooded the marketplace. Though lack of 
aligned, high quality materials perpetuates the achievement and post-secondary access gaps, 
districts and states spend billions on materials annually without reliable information about the 
quality of the products they purchase.   

EdReports.org is at the forefront of the curriculum reform movement. With the firm belief that 
what is taught matters and that all students deserve high quality materials, EdReports.org 
publishes free, online, evidence-rich reviews of instructional materials.  By increasing the 
capacity of educators to identify and demand the highest quality curriculum, EdReports.org is 
both disrupting a multi-billion dollar market and transforming the way students are taught and 
ultimately perform.   

About the Position:  

The Office Manager reports to the Chief Operating Officer and serves as an integral member of 
the operations team.  The Office Manager is responsible for supporting business and financial 
operations of the organization and providing timely contractual and financial data to 
EdReports.org’s many educator subcontractors. This position provides a unique opportunity for 
an independent thinker who has strong organizational and project management skills, enjoys 
sweating the details without losing sight of the big-picture, and wants to contribute to the 
success of a growing organization.  

Ideal Start Date: 11/13/17 or as soon as possible  

Key Responsibilities: 

Systems and Process Management – 25% 

● Create and maintain organizational processes and systems to enhance cross-team 

efficiencies and organizational effectiveness (including management of Master Calendar 

in Outlook, Google Common Files folder, Weekly Staff Meeting Agenda, etc.); 

● Create, codify, and communicate operations and finance policies and procedures 

including software and equipment inventory, accounts payable, credit card payment 

and reconciliation, educator subcontractor payment and tracking, etc.); 

● Support day-to-day operations for the organization; Support Administrative Coordinator 

with logistics planning and execution for organizational and team conferences, retreats, 

and trainings; Provide support to cross-EdReports.org teams on projects as needed; 

Accounts Payable – 40% 

● Manage accounts payable and monthly credit card reconciliation processes including 

ensuring employees are entering, coding, and confirming approval of invoices, credit 

card transactions, and employee reimbursements in a timely manner; 

● Manage the educator subcontractor contract and payment processes including creation 

of contracts, leading communications with content teams and educator subcontractors, 

and managing contract amendments and tracking; 



 

Grant Management and Cash Receipts – 20% 

● Manage the grant tracking process by recording all contributions, identifying any 

restrictions, coding contribution receivables, and communicating grant reporting 

requirements and timelines to Chief Operating Officer and Executive Director; 

● Process cash receipts, record transactions to cash receipt log, make bank deposits, and 

transmit copies of deposit slips and cash receipt log to financial administrative services 

provider; 

Vendor Management and Finance Support – 15% 

● Support Chief Operating Officer with submitting payroll and other financial data to 

financial administrative services provider and process all employee benefits invoices; 

● Assist with the preparation of the annual budget, audit, and Form 990; 

● Other duties as assigned. 

 

Skills, Experiences, and Characteristics: 

● A minimum of three years of professional experience in office management or similar 

role (educational or nonprofit setting preferred); 

● Demonstrated record of strong written and verbal communication with various 

audiences; 

● Demonstrated record of strong financial knowledge and budget management 

experience (bookkeeping or GAAP accounting knowledge preferred);  

● Professional experience with systems management, particularly with supporting 

multiple staff; 

● Experience managing project logistics and improving organizational processes; 

● Fluent in online platforms (MS Office suite, Google suite, SalesForce preferred); and  

● BS in business, finance, or related field. 

 

Strong candidates will also possess the following personal characteristics:  

● Passion for the EdReports.org’s mission and vision; 
● An ability to demonstrate genuine respect for educators and teaching; 
● Ability to multi-task and manage competing demands and deadlines, while continuing to 

produce high-quality work;  
● Superior judgment and ability to maintain professional, upbeat attitude and sense of 

humor under pressure;  
● An ability to successfully navigate ambiguity and maintain flexibility; and, 
● An ability to work independently and collaborate with colleagues and educators in a 

virtual work environment. 
 

Location, Compensation & Benefits: 

Salary and benefits are competitive and commensurate with experience. EdReports is a national, 
virtual organization with team members based across the country.  Location and schedule are 
flexible. We will hire the most talented and well-qualified candidate, regardless of where he or 



 

she lives. Most meetings are conducted via internet video conferencing. All-staff meetings occur 
on a weekly basis and provide an opportunity for individual knowledge-sharing and cross-team 
collaboration. We also meet in-person for retreats and trainings as a full organization 2-3 times 
per year and as an operations team 1-2 times per year. 

Application Process: 

Interested candidates should send a resume, cover letter, and salary requirements to 
careers@edreports.org. Applications will be reviewed on a rolling basis. 

EdReports.org is an equal opportunity employer and strongly encourages people of color, 
persons with disabilities, women, and LGBT to apply.  

For more information, visit http://www.edreports.org. 
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