
 

                         
                
            

Program Operations Associate 
Position Description 

 
Organization 
    P     a   Ca m   L c a B c  (PCLB)      a      s a p   a   fam  y f    a       a  s   s       p 
p  p   s     p  b  ms          c mm      s  O   p  g am a  as a   E  ca      O      s  
M   c     Sc   c   a    am  y P  j c s  I     s  a  as           fy a   s pp     y am c   a   s a   
 ff c       ga  za    s            s  f s  y     mp     a    mp        s  a         m  W  
p       p  b  m-s     s      c    c    s    f  ma       xp     c   a   m   y   a     y         
p             c mm      s      c    ca  s    s a     s   c s –     ma   y        s m     g   ma  ab    
 
Position Summary 
    P  g am Op  a    s  ss c a   ( ss c a  ) p ays a c    a          c      a   g a   a  a c  g     
     a    ’s p  g amma  c  p  a    s  S     g as a   y  p  a    a  b   g  b           P  g ams 
a   G a  s   ams       ss c a      ps a  g  p        s ac  ss   ams a     s   s   a      f   s  
c mm   ca    s    c s   s  a          ab  s m    f   a    ff c     y a      sc            
 ss c a    x  c s s     p       j  g m            m    app  p  a   f     - p ac    s a     s     
    f    c a    g s     y a   c pa   p      a    a b  c s        fy  pp         s     mp     
 ff c   cy  a        ac  ss   ams    s    g     c      a      acc    ab    y  a   p  g  ss  
 
        a  y       ss c a   p      s s pp           Ex c      D   c    (ED)  ma ag  g     ED’s 
ca    a  a   sc       g p        s    c  s   a              ED; m        g              g p        s 
a   c mm  m   s; a      p  g   s      m  y f     -     g     B a  -   a    c mm   ca    s a   
ac        ms  
 
       a  ca    a    s   g  y p  ac     a   c  f          a   g      s  p  f c mp  x  p  a    a  
c a    g s     s        q    s s    g   ga  za    a  a      a    s  p ma ag m    s    s –   c     g 
a   g         f c mf         ac   g      c    ag  s a  a        s  f       ga  za     – s     
j  gm       sc        a               a    a   a s    g f     -     g  m   s    S cc ss       s      
  q    s     ab    y    ass ss s   a    s       m    app  p  a   c   s s  f ac      b    s   c f    a   
  f    c  p  g  ss ac  ss   ams                  c  a       y  
 
Responsibilities 
P  g am & G a  s Op  a    s 

▪ D    s c mm   ca     a  /   m     gs b       p  g am s aff a   g a  s s aff    c      a   
 yp ca  a    ff-cyc   g a  -ma   g     f   s         ab  s  a     a     s    s    g 
a  g m    ac  ss   ams  

▪ D s g s  ma ag s  a   c        s y  mp    s c    p  g am a   g a  -   a      c m   s 
(  g  b   f  g ma    a s  s mma y   c m   s  p  c ss maps    c s    m m s) as     s    
s   c         f   s  c a  fy   x  s  ps  a         p  g  ss ac  ss   ams  

▪ B    s a   ma ag s s a      ac   s    sys  ms   a  s pp      s b    y      g a  -ma   g 
  m     s a          ab  s  

▪   ac s g a  -ma   g   m     s a      s a    g        ab  s ac  ss P  g am a   G a  s 
  ams  p  ac     y       fy  g   s s a     p     c  s     p  g   s              c s   s 
m    f   a      sc        

▪ C mm   ca  s      s aff      a     s  m ss  g ma    a s     p     g   c s   s s    a      
g a   cyc   ca  c           p  g  ss      m   

▪ K  ps P  g am s aff a     a   s  p      ac               a       s  a  g c p a  c a g s  
  c     g fac    a   g c mm   ca     a  /   sc       g m     gs;       p  g a   



 

   

ma   a    g   ac   s; p  ac     y   ac   g p  g  ss; a   f       g  p      s aff  
▪ C   ab  a  s          ED a   P  g am D   c             p P  g am Off c   m     g 

ag   as  p  pa   s pp     g ma    a s  a    f app  cab    c      a   p s -m     g f     -
 ps  
 

Ex c      D   c    S pp    
▪ Ma ag s a   p       z s     ED’s ca    a   c      a   g sc       g f   b          a  a   

 x    a  m     gs   
▪ H  ps a  g      ED’s   m         ga  za    a  p        s by   c mm     g a j s m   s a   

f agg  g sc       g c  f  c s  
▪ S pp   s ED’s p  pa a     f   b a  -fac  g c     sa    s by   af   g    c      a   g      

      a    ams    p       m     g ma    a s a     s    g ma    a s a   p             m    
▪  ss s s      f     - p a    x c           y ac        ms  m  g  g f  m b a   c     sa    s   

 
C mm   ca    s  

▪ C      a  s  c mp   s  a       s   f  ma     f  m     ED a         a    ams    c  a   
m     y   p   s        B a               a    ’s ac       s  

▪ C      a  s  c mp   s  a       s   f  ma     f  m P  g am s aff    c  a   a g a  -ma   g 
           c m    f       B a    ac  g a   cyc    

▪  ss s s     P  g am &   m   s  a     Off c        c mp    g a   a  P  g  ss Up a   R p   s 
       B a    

▪ D af s a       s a   a    p   s             a    ’s g a  -ma   g  pa       g      G a  s 
  am     b a   g a  s  a a  

▪ S pp   s P  g am s aff      af   g       c mm   ca    s  as         
 
Qualifications 
  q a  f    ca    a   p ss ss s: 

▪ C mm  m                a    ’s c     a   s  f Exc     c    a    ss  H m    y  S  f-R   a c   
a      s         ss  

▪ C mm  m       a   b    f             a    ’s c    p  g am a  as a   p   f    s  
▪ Exc p    a    ga  za    a  a   p  j c  c      a     s    s      s    g a               a     
▪ D m  s  a    ab    y    p       z  c mp    g   ma  s a    a  ga   a  y am c        m    

     s     j  gm     
▪   p  b  m-s     g m   s   a    s a ap ab        p a s c a g     c a    g s a  s    
▪ Exc               a      ba  c mm   ca     s    s    c     g  xp     c    af   g p   s    

p  f ss   a  ma    a s   
▪ S    g      p  s  a  s    s a   ab    y          ff c     y ac  ss   ams a   s       y      s   
▪ H g         f   sc       a   p  f ss   a  sm       a     g s  s        f  ma      
▪ P  f c   cy      M c  s f  Off c  S        c     g M c  s f  P a        s m  a  p  j c  

ma ag m        s   
▪ 4–  y a s  f  xp     c      p  a    s  p  g am c      a          x c      s pp     P     

 xp     c        g      f    a    s       -p  f  s  s p  f  ab   b         q       
 
Location 
S aff sp           ays p        “     p  p   ”              f          g a    s                    
C  y  ff c       c    ag  s                 ays may b    m     
 
Compensation  
    a   a  s a    g sa a y  a g   s $85        $95      a       sa a y  s c mm  s  a            



 

   

ca    a  ’s s    s a    xp     c   PCLB a s   ff  s a s    g b   f  s pac ag    
 
Application Process 
I     s    app  ca  s s      s bm   a c            a     s m     ca    s@pc bf    a       g      
“P  g am Op  a    s  ss c a  ” a         y   f        s j b p s   g        s bj c        W       
       app  ca    s    a       g bas s           p s       s f        
 
    P     a   Ca m   L c a B c       a      s a   q a   pp       y  mp  y    


