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Operations Specialist
	Department
	Finance & Operations
	Reports To
	Vice President of Finance and Operations

	FLSA Status
	Non-Exempt
	Location
	Irvine, California

	Position Type
	Full-time, hourly
	Work Arrangement
	Chapter office with regional travel as needed

	Pay Range
	$29 - $31 per hour
	Date Revised
	September 2026



Position Summary
The Operations Specialist works closely with Finance, Development and Wish team staff to maintain reliable records, process transactions, support donor stewardship, and ensure documentation is complete, organized, and readily available for operational and audit needs. They will provide accurate, timely administrative and operational support across donor database management, donor acknowledgments, gift processing, financial data processing, and audit documentation.

Essential Duties and Responsibilities
CRM & Database Management (30%)
•  Maintain accurate and complete constituent, donor, gift, campaign, appeal, and activity records in the CRM/database.
•  Enter, update, review, and standardize data in accordance with established procedures and data-quality standards.
•  Research and resolve duplicate records, incomplete information, coding discrepancies, and other database issues.
•  Generate routine reports, lists, and exports to support chapter reporting needs.
•  Protect confidential donor and organizational information and follow access, privacy, and record-retention requirements.
Donor Acknowledgments (20%)
•  Prepare and distribute timely, accurate donor acknowledgments and receipts in compliance with applicable regulatory requirements.
•  Coordinate with Development staff to identify gifts requiring personalized stewardship, special handling, or follow-up.
•  Maintain supporting records and documentation for acknowledgment activity and donor inquiries.
Gift Processing (25%)
•  Process gifts received through various methods and platforms, events, and other approved channels.
•  Assist with daily mail for proper segregation of duties and gift processing.
•  Prepare gift batches, including coding and supporting documentation, and coordinate with Finance to reconcile CRM activity to deposits and accounting records.
•  Research and resolve gift-processing discrepancies, returned payments, refunds, chargebacks, and incomplete gift information.
•  Follow internal controls, segregation-of-duties requirements, cash-handling procedures, and confidentiality standards.
Financial Data Processing & Administrative Support (15%)
•  Provide administrative support for expense transaction coding for Wish, Development, and Operations teams.
•  Compile and validate information from source documents before entry and follow up on missing or inconsistent data.
•  Maintain organized electronic files and supporting documentation in accordance with established naming, approval, and retention practices.
•  Assist with recurring operational projects, vendor records, mail processing, and other administrative tasks assigned by the Vice President of Finance and Operations.
Audit File Maintenance & Compliance Support (10%)
•  Maintain organized files for audit support, including gift records, deposits, reconciliations, approvals, acknowledgments, and other requested documentation.
•  Conduct an annual internal audit check of selected operational and financial processes.
•  Track document requests and help ensure files are complete, clearly labeled, and available by established deadlines.

Qualifications
Required
•  Valid California Driver’s License and proof of insurance.
•  Associate degree or an equivalent combination of education and relevant administrative, database, finance, or nonprofit experience.
•  At least two years of experience in operations, administration, data entry, gift processing, finance support, donor services, or a related area.
•  High degree of accuracy, attention to detail, organization, and follow-through.
•  Ability to manage recurring deadlines, prioritize multiple assignments, and identify and resolve discrepancies.
•  Proficiency with Microsoft Office, particularly Excel, Word, Outlook, and shared electronic filing systems.
•  Strong written and verbal communication skills and the ability to provide responsive internal and external customer service.
•  Ability to handle confidential donor, employee, and financial information with discretion.
Preferred
•  Experience with Salesforce or another donor database/CRM system.
•  Experience with nonprofit gift processing, donor acknowledgments, deposits, reconciliations, or audit support.
•  Familiarity with basic accounting concepts, internal controls, database reporting, and record-retention practices.

Key Competencies
	Accuracy and Attention to Detail
	Database Management

	Gift Processing and Donor Service
	Financial Data Processing

	Documentation and Confidentiality
	Internal Controls

	Organization and Time Management
	Problem Solving

	Collaboration and Customer Service
	Accountability



Work Environment & Physical Requirements
•  This position is based in Irvine, California, with occasional regional travel as needed.
•  The employee regularly sits, uses a computer and standard office equipment, communicates verbally and in writing, and participates in in-person and virtual meetings.
•  The employee may periodically stand, walk, bend, reach, and lift, carry, push, or pull items weighing up to 25 pounds, including mail, files, supplies, and event or office materials.
•  Occasional evening and weekend work may be required for chapter activities.
•  Working safely is a condition of employment. Make-A-Wish Orange County and the Inland Empire is a drug-free workplace.

Compensation & Benefits
•  This position is non-exempt and eligible for overtime in accordance with applicable federal, state, and local law.
•  The pay range is $29 - $31 per hour.
•  Benefits may include medical, dental, vision, paid time off, paid holidays, retirement benefits, and other benefits provided to similarly situated employees, subject to plan terms and organizational policy.
California & Employment Disclosures
Equal Employment Opportunity
Make-A-Wish Orange County and the Inland Empire is an Equal Opportunity Employer. The chapter provides equal employment opportunities to all applicants and employees without regard to race, color, religion, religious creed, national origin, ancestry, citizenship, age, sex, sexual orientation, gender, gender identity, gender expression, marital status, pregnancy, childbirth or related medical condition, physical or mental disability, medical condition, genetic information, military or veteran status, or any other characteristic protected by applicable federal, state, or local law.
Reasonable Accommodation
Make-A-Wish Orange County and the Inland Empire provides reasonable accommodations to qualified applicants and employees with disabilities and for sincerely held religious beliefs, observances, and practices, as required by law. Applicants who need assistance or accommodation during the application process may contact the chapter.
California Fair Chance Act
Consistent with California law, the chapter will not ask about or consider criminal history before a conditional offer of employment, unless an exception applies. If a post-offer background check is conducted, the chapter will follow applicable individualized-assessment and notice requirements before making any adverse decision based on conviction history.
Salary History
The chapter will not seek or rely on an applicant’s salary history information, including compensation and benefits, in determining whether to offer employment or what compensation to offer. Applicants may voluntarily and without prompting disclose salary history information, but prior salary will not justify any compensation disparity prohibited by law.
Background Check / Work Authorization
Any employment offer may be contingent upon satisfactory completion of applicable background checks, reference checks, and verification of authorization to work in the United States, consistent with applicable law and organizational policy.

About Make-A-Wish Orange County and the Inland Empire
Make-A-Wish Orange County and the Inland Empire creates life-changing wishes for children with critical illnesses. Through the generosity of donors, volunteers, corporate partners, and community supporters, we bring hope, strength, and joy to wish children and their families.
Our vision is to grant the wish of every eligible child.

To Apply
Please email your resume and cover letter to jobs@ocie.wish.org. Incomplete applications will not be considered. Application period closes November 5, 2026.
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