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Operations Manager 
 
OVERVIEW 
Carbon180 is seeking an Operations Manager to support our growing organization’s 
administrative needs. The Manager will report to the Executive Director and will be responsible 
for the operational and administrative needs to keep our organization thriving. 
 
This position is based in Oakland, CA. Travel up to 10% is required, but only occasional travel is 
expected. 
 
At Carbon180, comparable training and/or experience can be substituted for degrees when 
appropriate. We are proud to offer a competitive salary and benefits. 
 
RESPONSIBILITIES 

• Execute operational work to ensure organization remains in robust financial health and 
compliance with all laws and organizational policies. Activities will include: 

o Processing payroll and reimbursements accurately and on time  
o Managing benefits and insurance policies for organization 
o Coordinating with our accounting and tax consultants to file relevant paperwork, 

and creating financial reports for Executive Director, Treasurer, and Board 
o Ensuring we receive revenue promptly 
o Providing executive administrative support to the Executive Director and other 

team members as needed 
• Support grant writing, grant management, and individual donor engagement 
• Support contract management 
• Plan and facilitate both internal and external meetings and events (inclusive of 

developing advance materials, note-keeping, and capturing/tracking follow up action 
items) 

 
APPLY FOR THIS JOB IF YOU ARE 

• Passionate about our mission to build an economy that sequesters more carbon than it 
emits and want a dynamic role in a startup nonprofit looking to change the world 

• Want to help a startup nonprofit execute current strategy as well as grow its team and 
impact 

• Someone who has: 
o Prior experience as an executive assistant and/or program coordinator 
o Prior experience with the full range of administrative duties for mid-size non-

profits 
• An excellent written and verbal communicator 
• A details person: have a high attention to detail and like to measure twice, cut once 
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• Someone who wants to gain skills quickly and position yourself for other opportunities at 
Carbon180 in the future 

• Hyper-collaborative and eager to learn from colleagues and help them solve problems 
 
TO APPLY 
Please submit a resume and cover letter to hello@carbon180.org with “Operations Manager” in 
the subject line. In your application email, please include your name and contact information. 
Please do NOT include your name or the name of your undergraduate and/or graduate 
institution on your resume or cover letter. 
 
 
ABOUT CARBON180 
Carbon180, formerly the Center for Carbon Removal, is a new breed of climate-focused NGO on 
a mission to fundamentally rethink carbon. We partner with policymakers, scientists and 
businesses around the globe to develop policy, promote research, and advance solutions that 
transform carbon from a liability to an asset and foster a prosperous, carbon-conscious economy 
that removes more from the atmosphere than we emit. Our offices are headquartered in 
Oakland, CA.  
 
Carbon180 is an equal opportunity employer continually seeking to enrich its staff. In particular, 
we’re dedicated to broadening opportunities for individuals from demographic groups that are 
historically underrepresented in the sciences and in environmental advocacy. We’re also 
committed to building an inclusive workplace culture where talented people of widely different 
backgrounds can thrive. We've adopted this commitment because we believe the inclusion of 
culturally diverse perspectives will improve our work and produce better societal and 
environmental outcomes for all, including historically disenfranchised communities. We are 
actively seeking people who bring distinct backgrounds and perspectives to join us in this work. 
 


