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Operations Associate 
Job Description 

 
Reports to: Operations & Distribution Manager 
Job Type: Full-Time, Part-Time or Seasonal (Non-
Exempt/Hourly)  
Salary: $20.50-$23.00 an hour, based on 
experience 
Location: Sterling, VA 

Hours: Full-Time - 40 hrs. per week, Part-Time - 25 
hours per week and Seasonal - Hours vary on 
operational needs 
Full-Time Benefits: Health, Dental, Vision | Flexible 
Spending Account | Life Insurance | Paid Time Off | 
Paid Holidays | 401(k) w/ a company match | 
Continuous Learning Opportunities 

 
Position Overview 
The Operations Associate supports the daily operations of Women Giving Back (WGB) by receiving, 
processing, storing and distributing donated goods while helping maintain an efficient, organized and 
welcoming environment for volunteers, donors and community partners. This hands-on position assists with 
warehouse operations, boutique replenishment, inventory movement, donation pickups and deliveries and 
volunteer support. Working closely with staff and volunteers to ensure donated items are managed effectively 
in support of WGB's mission. 
 
Organization Overview 
WGB is a nonprofit dedicated to helping women and children in crisis by providing quality clothing at no cost 
while creating pathways to stability through workforce development, community partnerships, and supportive 
services. Since 2007, WGB has empowered thousands of families each year through the generosity of donors, 
volunteers and community partners. 
 
Core Responsibilities 
 Safely operate the WGB cargo van to complete donation pickups, deliveries, inventory transfers and other 

transportation needs while providing excellent customer service and representing WGB professionally in 
the community. 

 Load, unload, transport and organize donated goods, supplies and equipment using safe material handling 
practices. 

 Receive, inspect, sort, process, store and distribute donated goods in accordance with organizational 
standards. 

 Prepare, set up and reset volunteer workstations while maintaining a clean, organized, safe and volunteer-
ready environment. 

 Supervise and lead volunteers during volunteer shifts, donation days and special projects by providing 
guidance, answering questions and promoting safe and efficient work practices. 

 Assist with fulfilling bulk clothing and supply orders for Community Distribution Program partners and 
other organizational initiatives. 

 Assist with inventory organization, seasonal merchandise transitions, stock rotation and replenishment 
throughout the warehouse, boutique, career closet and other distribution spaces. 

 Assist with warehouse setup, logistics and transportation for special events, community initiatives, and 
emergency response efforts. 

 Safely operate the warehouse equipment in accordance with organizational policies and safety 
procedures. 

 Report all vehicle, equipment, facility or safety concerns promptly to the Operations & Distribution 
Manager. 

 Follow organizational policies, safe driving practices and customer service standards. 
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 Crosstrain in all operational areas and perform other duties as assigned to support the organization's 
mission. 

 Perform other duties assigned by the Operations & Distribution Manager. 
 
Qualifications 
 Minimum of 1-3 years of experience in a warehouse, distribution, delivery, logistics, retail, or customer 

service environment preferred. 
 Valid driver's license with a clean driving record and the ability to safely operate the WGB cargo van. 
 Ability to safely load, unload, lift, and transport donated goods and supplies. 
 Strong organizational skills with attention to detail and the ability to prioritize multiple tasks. 
 Excellent interpersonal and customer service skills with the ability to interact professionally with donors, 

volunteers, nonprofit partners and staff. 
 Basic computer skills and the ability to accurately complete delivery logs, inventory records and other 

documentation. 
 CPR and First Aid certification preferred; must be willing to obtain certification upon hire. 
 Ability to work occasional evenings and weekends to support volunteer activities, special events and 

organizational initiatives. 
 A strong sense of humor, positive outlook, and a compassionate, collaborative spirit are essential to our 

workplace culture. 
 
 
PHYSICAL DEMAND:  
 Ability to stand, walk, and move throughout the warehouse, boutique, and distribution areas for extended 

periods. 
 Frequently bend, stoop, kneel, crouch, reach, push, pull, and climb stairs or ladders while performing daily 

operational tasks. 
 Frequently lift, carry, move, and organize donated goods weighing up to 35 pounds and occasionally up to 

50 pounds, with or without reasonable accommodation. 
 Safely operate the warehouse equipment, including pallet jacks, rolling carts, ladders, and other material 

handling equipment. 
 Ability to safely operate the WGB cargo van and travel to donation pickups, deliveries, community partner 

locations, and special events as needed. 
 Ability to load and unload donated goods, supplies, and equipment using safe material handling practices. 
 Ability to work in an active warehouse environment with varying temperatures, dust, noise levels, and 

frequent movement throughout the workday. 
 Ability to use a computer, tablet, handheld devices, and other standard office equipment to complete 

operational tasks and documentation. 
 

TO APPLY: Send a thoughtful cover letter and resume to Career@WomenGivingBack.org with the job title in 
the subject line. No phone calls, walk-ins, or social media inquiries. Selected applicants will be contacted for an 
interview. 
 
Women Giving Back is an Equal Opportunity Employer committed to fostering a diverse, equitable and 
inclusive workplace that reflects the communities we serve. We encourage individuals of all backgrounds and 
experiences to apply. If you are passionate about our mission and believe you can succeed in this role, we 
encourage you to apply even if you do not meet every qualification. 
 


