
 
 
 
 
 

JUVENILE JUSTICE ADVISORY BOARD (JJAB) 
Position Description 

 
 
TITLE:   Operations Assistant 
 
REPORTS TO:  Executive Director 
 
FLSA STATUS: Non-Exempt (Hourly) 
 
HOURS:  Full-time, 40 hours per week 
 
 
JOB SUMMARY 
The Operations Assistant supports the Organization by maintaining the internal case management database, 
entering data into multiple external databases, providing reports, creating processes, and continually looking for 
efficiencies.   Additionally, this position supports the Executive Director directly by completing administrative/office 
management tasks.   
 
PRIMARY RESPONSIBLITIES AND JOB DUTIES 

• Develop and maintain best practices, procedures, and workflows for consistent use of the case 
management database across multiple JJAB programs. 

• Maintain, organize, and enter data into JJAB’s case management database, ensuring information is 
accurate, complete, and timely.  

• Provide Program Manager(s)/Executive Director reporting to maintain data quality and assist staff with 
questions and resolving data entry discrepancies.   

• Assist with training all staff on the case management database and provide refresher training on a 
regular schedule. Notify and if needed, train all staff on updates and/or changes to the case 
management database user-experience.  

• Identify and implement opportunities to streamline administrative and program processes. 
• Generate weekly, monthly, quarterly, and annual reports from the case management database as 

needed. Compile and provide program data for quarterly Los Alamos County reporting, annual CYFD 
reporting, and other reporting requirements as requested. 

• Coordinate and communicate with the case management database provider regarding technical issues, 
system updates, new features, feedback, and opportunities for improvement. 

• Enter required program activity into external databases on a monthly basis including youth and staff 
surveys, and closed case information.  Provide support as needed to enter youth demographics and 
service activities. 

• Monitor incoming intake forms, ROIs, surveys, and other program-related forms and forward 
information to appropriate staff in a timely manner. 

• Create and maintain Jotform forms and other applications for JJAB programs, including developing 
forms, workflows, reports, and processes to improve efficiency. 

• Maintain external platforms containing descriptions, listings, and information about JJAB programs and 
services. 

• Attend JJAB staff meetings, prepare meeting minutes or action items, and provide data and operational 
updates as requested. 

• Provide administrative support to the Executive Director, including maintaining office calendars, drafting 
correspondence, ordering supplies, completing office management tasks, organizing information, and 
assisting with technology-related tasks. 



• Provide administrative and logistical support for JJAB projects and community initiatives, including the 
Winter Clothing Project, School Supply Drive, and other special projects. 

• Assist program staff with administrative tasks and organizational needs that support efficient delivery of 
JJAB programs and services. 

• Research and compile detailed information about community resources as requested by Program 
Managers and/or Resource Specialists, including mental health providers, youth activities, basic needs 
assistance, and other community services. 

• Perform other duties as assigned. 

 
QUALIFICATIONS 

• Requires High School Diploma or equivalent  
• 2+ years working with a case management database system 
• 2+ years of office and/or administrative experience 
• Effective oral, specifically on the phone, and written communication skills 
• Exceptional organizational and record keeping skills. Ability to enter data accurately. 
• Ability to research information and programs 
• Excellent interpersonal and collaborative skills 
• Knowledge of Social Services, Social Work, and/or Case Management is a plus 
• Proficient computer skills in Microsoft Office programs specifically Excel, Word, and Outlook 
• Ability to exercise a high level of confidentially 
• Ability to clear criminal background check 

 
 

PHYSICAL REQUIREMENTS 
The physical demands described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job  

• Requires the ability to sit for extended periods at a computer workstation  
• Ability to handle periods of high stress in a professional and effective manner. 
• Meet expectations for attendance and punctuality 
• Maintain professional appearance and behavior  
 

 
WORK ENVIRONMENT 

• This role routinely uses standard office equipment such as but not limited to computers, phones, and 
printers 

• Must maintain confidentiality of youth, family, staff, and organizational information in accordance with 
JJAB policies and applicable requirements 

• Possible evening and weekend hours  
 

 

 


