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ABOUT US

The Hispanic Alliance of SC is a 501c3 nonprofit based in Greenville, SC, advancing
economic opportunity for the growing Hispanic population. We envision a vibrant and
inclusive community where everyone has access to opportunities for success and
prosperity, and our mission is to foster collaboration and connectivity among people,
resources, and cultures to build a thriving community. We convene the largest
collaborative network of individuals and agencies working together to increase access
to resources and eliminate systemic barriers in four priority areas: Education, Health,
Legal Services and Financial Stability. Our work developing the next generation of
leaders has been recognized nationally and globally.

We are a growing team of talented individuals who are passionate about our work and
love people and collaboration. We are well known for our positive and entrepreneurial
organizational culture, and our staff and volunteer network create the best work
environment.

POSITION DESCRIPTION

Hispanic Alliance (HA) seeks candidates for the position of Programs and Operations
Coordinator to support internal administrative functions of the organization as well as
programmatic tasks needed to ensure quality and consistency of operations across the
organization and its activities. This position will provide back-office support for the
Executive Director, the Leadership Team and support the Director of Programs and
Network Engagement in coordination of particular community team and project
logistics.

This position is based in Greenville, South Carolina.

JOB RELATIONSHIPS
External

● Works closely with community volunteers, partner organizations, and key
providers who provide operational support such as insurance, HR, accounting,
and contract services.

Internal
● Works closely with the Executive Director to support executive administration

tasks.
● Reports to the Director of Programs and Network Engagement in supporting

community team and program logistics, administrations tasks, and other
program support activities as needed.



OPERATIONS AND ADMINISTRATION

This position serves as the administrative coordinator for the organization. They will
be critical in ensuring that the organization is a healthy and sound nonprofit.

Key responsibilities include:
● Assisting the Executive Director and Leadership Team in administrative duties

for executive management. Responsibilities may include scheduling meetings,
managing calendars, making travel, meeting and event arrangements.

● Financial duties:
○ Budget management & reporting
○ Payments processing, payroll, generating monthly financial reports, and

other day to day financial activities
○ Coordinating with staff to generate expense reports, collection of

invoices and receipts, reimbursement reports, etc.
● Managing annual grant calendar and coordinating with grant writer

contractor(s) and Leadership Team to establish funding priorities and maintain
a pipeline of grant requests.

● Coordinating and managing the contract process for external contractors and
consultants.

● Coordinating with administrative support services such as insurance providers,
accountant and auditors, HR company, etc.

● Maintains office supply inventory; anticipates supply needs; places and fulfills
purchase orders for supplies and verifies receipt of supplies.

HA PROGRAMS AND NETWORK SUPPORT

Support the Director of Programs and Network Engagement in HA Network and
activities.

● Supports the creation of templates and administrative tools for meeting
administration.

● Serves as the primary contact for inquiries regarding volunteer opportunities
and directs them to the proper staff to engage them.

● Assists with logistics and implementation of Community Teammeetings and
events as assigned by the Director of Programs and Network Engagement.
This may include tasks such as:
o Prepares and distributes meeting reminders, agendas, and minutes.
o Coordinates meetings logistics and preparation (printing, reserving rooms,

ordering meals, etc.)
o Ensures appropriate follow-up and communications on all open issues.
o Updates contacts records.

● Represent HA in various community meetings and activities relevant to the
work of the organization.

ESSENTIAL QUALIFICATIONS/SKILLS

● Bachelor’s Degree required
● Superb written and verbal communication skills
● Strong financial acumen



● Ability to work collaboratively with diverse groups and demonstrated
commitment to equity and social change work.

● Alignment with Hispanic Alliance values
● Fluency in both English and Spanish
● Ability to travel within the state
● Excellent computer and software skills required, specifically, expertise with

Microsoft Excel (including creation and maintenance of spreadsheets); Microsoft
PowerPoint (including the development of dynamic PowerPoint presentations);
Microsoft Word (including practical document layout, formatting, and design);
Google Drive file management; and CRM platforms like eTapestry.

● Experience establishing organizational systems to improve efficiency and
functioning in a changing environment

● Experience meeting deadlines while balancing multiple projects, including
calendar management, travel arrangements, and event planning coordination.

The internal culture of the Hispanic Alliance is fast-paced, nimble, and highly
collaborative. Our diverse team brings a wealth of lived experiences, perspectives, and
skills to our work and share a passion for social change and equity. The Programs
Coordinator should be an inclusive, adaptive, and empowering leader who loves to see
others succeed and is able to foster trusting relationships and build excitement and
support for our work.

Skills that will help this position thrive include:
● Superior attention to detail and ability to manage multiple tasks
● Strong customer service orientation: patience, listening, resourcefulness,

responsiveness, and attentiveness
● Comfort with change and ambiguity
● Creative problem-solving skills
● Polished, culturally competent interpersonal skills
● A desire to learn, a sense of humor, flexibility, and resilience
● Ability to work with diverse audiences and proven ability to interface with

senior-level executives effectively
● Strong interest in and passion for community impact and social justice issues

HOURS
This is a full-time, exempt position, which requires flexibility and some travel.

LOCATION
Ideally this position will be based in the Greenville area of South Carolina.

COMPENSATION/BENEFITS
$40,000 - $50,000 annually depending on experience + bonus based on achievement
of goals. Health benefits available to full-time employees.

TO APPLY
E-mail a resume and cover letter to Jobs@HispanicAllianceSC.com


