
 

Opera�ons Support Specialist – Posi�on Announcement 

Rebuilding Together Arlington/Fairfax/Falls Church (RT-AFF) is seeking a full-�me Opera�ons Support 
Specialist to join our small, high-performing team. This posi�on plays a vital role in helping low-income 
homeowners access our services by guiding clients through the applica�on process while providing 
opera�onal and administra�ve support essen�al to the successful delivery of our programs.  
 
We are looking for an energe�c, flexible, well-organized, and technology-savvy self-starter who enjoys 
helping people, building rela�onships, and working collabora�vely in a fast-paced nonprofit 
environment. 
 
Our Organiza�on            
 
RT-AFF is a 501(c)(3) nonprofit organiza�on that relies primarily on volunteers to make cri�cal home 
repairs, accessibility modifica�ons, and health and safety improvements at no charge for low-income 
homeowners and nonprofit housing providers. We help make homes safer and healthier for families and 
enable older adults and individuals with disabili�es to remain safely in their homes. Our staff and 
volunteers find our fast-paced work and community impact extremely rewarding. Each year, we mobilize 
hundreds of volunteers, community partners, and skilled contractors to complete repairs for more than 
125 households. Together, we have built a strong network of dedicated individuals commited to our 
mission of repairing homes, revitalizing communi�es, and rebuilding lives. 
 
Major Responsibili�es            
The Opera�ons Support Specialist reports to the Execu�ve Director and provides client services, 
community outreach, and opera�onal support essen�al to the successful delivery of RT-AFF's programs 
and the efficient day-to-day opera�on of the organiza�on. The individual filling this posi�on is the ini�al 
point of contact for homeowners seeking assistance and plays a cri�cal role in suppor�ng our volunteers, 
interac�ng with our community partners, and facilita�ng the flow of RT-AFF’s daily opera�ons.  
 
Key responsibili�es include: 
 
Client Services 

• Serve as the ini�al point of contact for homeowners seeking assistance by responding to 
telephone and email inquiries, corresponding with applicants throughout the process, and 
guiding them through the intake, eligibility, and applica�on process.  

• Collect, review, track, and maintain client applica�ons and related documents, ensuring the 
accuracy, completeness, and confiden�ality of all client records.  

• Manage and maintain client and project data within Microso� Power Pla�orm applica�ons and 
generate performance reports. 

 
Community Outreach & Organiza�onal Support 

• Assist with outreach efforts to recruit eligible homeowners and volunteers.  
• Broaden awareness of RT-AFF's programs and services by represen�ng the organiza�on at 

presenta�ons, expos, workshops, and liaising with community and referral partners. 
• Support the planning and coordina�on of mee�ngs, trainings, volunteer events, fundraising 

ac�vi�es, and volunteer apprecia�on events. 



• Occasionally assist with project logis�cs before workdays and at home repair sites, including 
preparing supplies, handling registra�ons, ordering and picking up food, taking photographs, 
making hardware store runs, and cleaning up. 

 
Opera�ons & Administra�ve Support 

• Manage incoming and outgoing mail, prepare bank deposits, and oversee general office 
communica�ons, including organiza�onal email and telephone calls. 

• Coordinate office opera�ons, including maintaining office supplies, equipment, furniture, and 
technology in partnership with the organiza�on's IT vendor. 

 
Essen�al Qualifica�ons            
 

• At least two years of work experience in an environment that requires teamwork and mul�-
tasking. 

• Strong communica�on and interpersonal skills to interact effec�vely with client families, 
volunteers, community partners, contractors, and other RT-AFF staff. 

• Strong data management capabili�es, including proficiency in Microso� Office (Word, Excel, 
Outlook) and the ability to quicky learn and use Microso� Power Pla�orm applica�ons and other 
so�ware.  

• Ability to work independently and collabora�vely in a small team environment.  
• Valid driver's license and reliable transporta�on for occasional local travel (mileage 

reimbursement provided). 
 
Preferred Qualifica�ons           
 

• Fluency in Spanish 
• Experience with Microso� Power Pla�orm (Power Apps, Power BI, or related applica�ons). 

 
This posi�on announcement describes the general nature and level of work to be performed by the 
individual assigned to this posi�on and is not intended to be an exhaus�ve list of all du�es, 
responsibili�es, and required skills. RT-AFF reserves the right to modify, add, or remove du�es as 
necessary. 
 
How to Apply             
Compensa�on: Hourly rate depends on experience ($ 26 - $29 per hour). Benefits for this full-�me, non-
exempt posi�on include Personal Time Off, Workers’ Compensa�on, Medical, and Simple or Roth IRA. 
RT-AFF is an equal opportunity employer and does not discriminate against applicants or employees 
based on race, color, religion, sex, sexual orienta�on, gender iden�ty or expression, na�onal origin, age, 
disability, veteran status, or any other characteris�c protected by law. 
 
Resumes and cover leters should be emailed to: info@rebuildingtogether-aff.org (Reference “Opera�ons 
Support Specialist Posi�on”) or mailed to: Rebuilding Together-AFF, 10723 Main Street, Suite 135, 
Fairfax, VA 22030. No phone calls please. 
 


