VINIVIF

MUSEUM OF NEW MEXICO FOUNDATION

Job Description

Position: Operations Assistant

Classification: Full-time, non-exempt (hourly)
Supervisor: Senior Database and Digital Project Manager
Location: On-site, Shonnard campus, Santa Fe

General Summary

The Operations Assistant (OA) supports administrative operations at the Museum of New
Mexico Foundation. Under the guidance and supervision of the Senior Database and Digital
Project Manager, the Operations Assistant will ensure accurate and timely data entry, maintain
records in our CRM database, issue acknowledgement letters to our members and donors, and
support our Operations and Finance teams as needed.

Essential Functions & Responsibilities

Process a high volume of membership and donation transactions for upper-level
memberships while maintaining a two-week customer service turnaround.

Collaborate with Development staff to support daily gift log processes.

Support the Circles Membership Director by completing database updates, processing
acknowledgements, and coordinating membership card reprints.

Assist the Senior Database and Digital Project Manager with operational and database-
related tasks.

Assist the Finance Director with gift log related database adjustments to support monthly
reconciliations.

Distribute checks and purchase orders.

Provide administrative support during the annual budget preparation process.
Participate in quarterly and annual audits.

Assist with organization and upkeep of physical and digital financial records, both on site
and at offsite storage locations.

Serve as backup to the Senior Database and Digital Project Manager by performing
assigned duties within the scope of the position.

Serve as backup to the Executive Assistant/Office Manager as needed.

Work special events periodically, with advance notice.

Perform other duties as assigned.

Qualifications

One year of experience in an administrative, finance, or operations role or equivalent, or
a two-year degree or higher in a relevant field

Demonstrated proficiency in Outlook, Word, and Excel

Demonstrated experience in data entry and/or quality assurance

Current and valid New Mexico driver’s license, or ability to obtain this within 30 days of
hire, and ability to travel to offsite events and locations

1

Rev. 7/9/2026



VINIVIF

MUSEUM OF NEW MEXICO FOUNDATION

Needed Attributes

Data entry experience, preferably high volume

Reliable and punctual attendance

An interest in nonprofit administration, business administration, and/or finance
Willingness to learn new systems and procedures

A high level of professionalism, including the ability to maintain confidentiality of all
financial and other sensitive and private information

e Comfort working in a highly collaborative, small team environment

Working Conditions & Physical Effort

¢ While performing the duties of this job, the employee is regularly required to talk to or
hear others.

e This position requires frequent manual dexterity in combination with eye/hand
coordination such as keyboarding and handling equipment.

e Specific vision abilities required by this position include close vision, distance vision,
color vision, peripheral vision, and the ability to adjust focus.

e The ideal applicant must be able to occasionally lift and/or move up to 20 Ibs.

e Long periods of sitting.

Acknowledgement

| understand that the Museum of New Mexico Foundation may unilaterally change the
requirements of this job description at any time. | understand that, in order to perform this job
successfully, | must be able to perform each essential duty satisfactorily.

| have read and understood the above job description. | verify that | meet the required
qualifications and am able to perform the essential functions and responsibilities of this job
description.

Full Name (printed) Signature Date
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