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Operations and Organizational Support 
  
About Little Bellas  
Little Bellas is a national nonprofit mentoring program that uses mountain biking as a vehicle to 
empower girls through sport, community, and fun. Through mentorship, skill-building, and 
supportive all-girl environments, we help participants build confidence, connection, and a 
lifelong love of movement. Our programs create a positive ripple effect; developing strong, 
self-assured young women who carry these lessons far beyond the trail. 
 
Position Overview 
The Operations and Organizational Support is a full-time role responsible for supporting the 
successful execution of Little Bellas programs nationwide. This position ensures program teams 
have the resources, information and support needed to deliver consistent, high-quality 
experiences while helping strengthen and improve organizational processes. This role helps 
maintain program readiness and support a consistent experience across locations and reports 
to the Director of Operations.  
 
Key Responsibilities: 

●​ Supplies & Inventory - Support product and supply management, including research, 
purchasing, inventory tracking, and resource planning. 

●​ Program Fulfillment - Coordinate supplies, equipment, and resources to support program 
delivery and recruitment within organizational timeframe and program milestones.  

●​ Data Administration - Maintain organizational systems, records and administrative 
processes, including registration, documentation, compliance, communications, 
acknowledgements, and reporting to ensure accurate tracking and visibility. 

●​ Four Corners Program Support - Provide operations and organizational support, 
including program coordination, launch support, training, resources, and implementation 
assistance for the Four Corners Programming. 

 
Qualifications: 

●​ 1-2 years of administrative, operations, logistics or nonprofit experience. 
●​ College degree preferred. 
●​ Strong problem-solving skills and ability to work independently.   
●​ Strong organizational skills and attention to detail with the ability to manage multiple 

priorities simultaneously. 
●​ Experience working with MacOS, Microsoft Office, and Google Workspace. 
●​ Ability to learn and manage operational systems, databases, and tracking tools. 
●​ Experience with mountain biking and familiarity with Little Bellas programming is 

required. 

Position Details: 
●​ Employment Status: Full-time, salaried entry-level, exempt position 
●​ Benefits:  This is a benefits-eligible position and includes health insurance, paid time off, 

paid holidays, and retirement benefits. 
●​ Schedule: 40 hours/week, Monday-Friday, 8-hour shifts  
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●​ Travel: Occasional travel is required to support Little Bellas programs and organizational 
events 

●​ Location: In-person at Little Bellas Office in Richmond, Vermont. Candidates must be 
able to regularly commute to the Little Bellas office. 

 
 
  


