
 
Position Title: Communications and Operations Manager 
Organization: Associates of the Boston Public Library 
Type: Full-Time  

 

 

The Associates of the Boston Public Library is an independent nonprofit dedicated to 
preserving and promoting the historic, literary, and artistic treasures of the Boston 
Public Library through targeted grantmaking and cultural events. By expanding access to these collections, 
the Associates ensures that present and future generations, in Boston and beyond, continue to be informed 
and inspired. 

Founded in 1972, the Associates is a fundraising organization that makes grants to ensure continued public 
access to the BPL’s irreplaceable treasures (rare books, manuscripts, prints, photographs, musical scores, and 
more) by underwriting their conservation, cataloging, digitization, and exhibition. Through these efforts, the 
Associates aims to help the BPL fulfill its most essential mission of providing top quality, free educational 
resources to the public, as well as preserving knowledge, culture, and history for the benefit of all. 

We host a number of in-person and virtual events throughout the year, including our signature fundraising 
event, Literary Lights (a black-tie optional dinner honoring outstanding authors from New England), as well 
as the Hundred-Year Retroactive Book Award, Pierce Performance Series, Literary spotLIGHTS, and other 
smaller gatherings. We also have an annual Writer-in-Residence fellowship for an emerging author. For 
more information, please see: www.AssociatesBPL.org. 

 

Key Responsibilities 
The Associates is seeking a highly motivated, diligent, and professional Communications and Operations 
Manager who will be an important member of a small team that works collaboratively with a can-do attitude: 
no job is too small or too big. Reporting to both the Associates’ Executive Director and the Director of 
Development and External Affairs, the candidate will manage the office and the administrative systems 
ensuring that day to day operations are smooth, efficient, and consistent in quality. The candidate will 
execute the Associates’ communication plan to promote the Associates’ events, highlight the BPL’s Special 
Collections, and advance the Associates’ fundraising plans, via social media, our website, email newsletters, 
and press outreach. They will also be an active partner in the Associates’ operations and development efforts, 
including maintaining donor records and guest lists, gift processing, and generating donor correspondence. 
Finally, the candidate will play a crucial role in planning for and executing events of varying sizes, from the 
annual 400-person gala to small cultivation events. Job responsibilities include, but are not limited to: 
 

Communications 
• Develop and implement a communication strategy, including a content calendar   
• Write, design, and deliver a variety of promotional content including e-blasts, electronic newsletters, 

blog entries, and press releases 
• Manage social media accounts (Facebook, Twitter, Instagram, LinkedIn, and YouTube), including 

regularly posting content and engaging with followers 
• Create and design print and digital collateral maintaining Associates’ brand standards 
• Assist in drafting other written materials, including the annual report  
• Serve as the first point of contact for media, donor, and public questions 
• Assess and report on the effectiveness of communication strategies based on analytics  
• Ensure consistency of messaging and images in all communications and marketing materials 

 

http://www.associatesbpl.org/


Development 
• Perform accurate gift processing, ensuring the integrity of our data, including timely Raiser’s Edge 

gift entry and sending donor acknowledgement letters 
• Support all fundraising activities, in collaboration with the Director of Development and External 

Affairs, including executing annual appeal and membership drives, developing and executing online 
giving campaigns, creating print and digital collateral, and coordinating donor engagement events 

• Research current donors, and corporate, foundation and individual prospects 
 
Event Management 

• Coordinate event logistics, including registration, attendee communication, and virtual event software 
• Staff Associates’ events (occasional evening hours) 

 
Board of Directors and Committees Meeting Management 

• Arrange meetings for the Board of Directors and its committees, including sending meeting notices 
and reminders, attendance tracking, and coordinating meal requests 

• Coordinate meeting logistics including catering, room set-up, AV needs, virtual/hybrid call 
capabilities, and compiling meeting materials  
 

Program Administration 
• Administer Writer-in-Residence program 

 
Administrative 

• Handle basic office duties, such as answering phone calls, responding to emails, ordering supplies, 
and other duties, as assigned 
 

Qualifications 
• Three to five years of communications and development experience, preferably in a non-profit setting 
• Exceptional writing, editing, and proofreading skills with proven ability to write and speak 

persuasively  
• Ability to work as part of a team with regular collaboration and communication 
• Ability to take initiative, meet deadlines, and manage multiple assignments in a busy non-profit 

setting 
• Sound judgment, diplomacy and discretion in handling confidential information  
• Strong work ethic, high self-motivation, and attention to detail 
• Excellent knowledge of Microsoft Office products (Excel, Word, Outlook, Teams, and SharePoint) 

and a donor database such as Raiser's Edge 
• Ability and willingness to learn new software such as Constant Contact, Eventbrite, Zoom, Canva, 

WordPress, Submittable, Asana, video/photo editing software, and board management software 
• Experience posting on social platforms (Instagram, Twitter, Facebook, YouTube and LinkedIn) on 

behalf of an organization 
• Graphic design and/or video production skills are a plus 
• Bachelor’s degree required, preferably in a humanities field 
• Genuine interest in libraries, literature or history is a plus  
• Understand and embrace the Associates’ mission 
• A positive outlook and a joyful spirit 

 
Other 

• Ability to lift 30 pounds 
• Must successfully clear a Criminal Offenders Record Information (CORI) check 
• There are NO residency requirements 



 
Salary & Benefits 

• Salary commensurate with experience in the range of $55,000 to $65,000 
• Benefits include hybrid work schedule, subsided health insurance, flexible spending account, optional 

dental insurance, Simple IRA, paid vacation, and paid sick time 
 

How to Apply 
Interested candidates should email a cover letter and resume to hello@AssociatesBPL.org. In the email 
subject header, please write "Communications and Operations Manager." Alternatively, the materials can be 
mailed to: Personnel Committee, Associates of the Boston Public Library, 700 Boylston Street, Boston, MA 
02116. Please do not submit both electronic and hardcopy materials. No phone calls please. 

mailto:hello@AssociatesBPL.org
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