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The Arizona Coalition for Military Families is looking for the right person to join our team 
as an Operations Coordinator. This position will have an essential role in the operational 
and organizational strength of ACMF as our team and initiatives grow in scope and 
scale. The effectiveness of the person in this position will have a direct effect on how 
service members, veterans and their family members are connected to the right 
resource at the right time.  
 
WE HAVE: 

 A nationally-recognized partnership of engaged public and private sector 
organizations. 

 A team of people truly passionate about making a difference in the lives of 
Arizona service members, veterans and their families.  

 A strategic plan and innovative approaches for creating community change in 
support of all those who serve and their families.  
 

YOU HAVE: 
 Experience and a passion for working in the nonprofit sector and in support of 

the military, veteran and family population. 
 A bachelor’s degree in a relevant field of study (e.g. social work administration, 

public administration, etc.) or equivalent experience. 
 The people skills to work with our team, community and implementation partners 

and executive leadership.  
 Extreme attention to detail, including tracking of multiple projects, tasks, emails 

requiring response, etc. 
 The ability to develop and monitor processes to ensure the smooth operation of 

the team, programs and events.  
 Experience with coordination of training, events, convenings, etc. 
 A high comfort level with technology, in particular excel/google sheets, 

calendars, cloud-based software, etc. 
 The ability to stay focused, organized and positive when there are many different 

tasks requiring your attention.  
 A team oriented approach to your work with a focus on problem solving and 

finding solutions.  
 A feeling of joy when you get to log your progress and check things off your list.  
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A TYPICAL DAY: 
 Working with the ACMF management team to check in about program and 

operational priorities and progress. 
 Communicating with key stakeholders about initiatives around veteran 

employment and suicide prevention, upcoming convenings and project status.  
 Developing and tracking processes for the team, programs and events. 
 Training and event coordination and planning via phone, email and web. 
 Arranging logistics for trainings and events, including catering, A/V, set up and 

more. 
 Tracking, ordering and organizing supplies and materials. 
 Preparing materials for events, shipping, etc. 
 Assisting team members with special projects and assignments.  

 
IMPORTANT INFO 

 This is a full-time position based in Phoenix with regular business hours and some 
flexibility required for very occasional events in the evening and on weekends.  

 Periodic in-state travel may be required.  
 
TO APPLY 

 The first review of candidates will take place 7/22. 
 Please email your resume along with a letter of interest telling us why you are a 

great fit for the Operations Coordinator position to info@arizonacoalition.org.  
 

 
To learn more about the Arizona Coalition for Military Families, visit 

www.ArizonaCoalition.org.  
 

The Arizona Coalition for Military Families is a nationally-recognized public/private partnership 
focused on building Arizona’s statewide capacity to care for and support all service members, 

veterans, their families and communities through cross-sector collaboration between the military, 
government and community. The fiscal sponsor for ACMF is Technical Assistance Partnership of 

Arizona, an Arizona nonprofit and 501(c)(3) tax exempt organization.  


