
 

Office of the Duke Forest 
Duke University 

Position Description 
 

 
Internal Title:  Operations Coordinator 
External Title:  Operations Coordinator 
Job Code:  2835 
Job Family:  28 
Job Level:   11 
Term:   Full-time 
 
About the Duke Forest: 
 
The Office of the Duke Forest (ODF) is the university department responsible for the management and 
stewardship of the Duke Forest Teaching and Research Laboratory.  The mission of the Duke Forest is to 
facilitate research that addresses fundamental and applied questions across a variety of disciplines and to 
aid in the instruction of all students in their pursuit of knowledge, especially regarding the stewardship of 
our natural resources.   
 
In total, the Duke Forest is approximately 7,100 acres in Durham, Orange, and Alamance counties.  
Management of the Duke Forest is guided by a comprehensive plan that promotes the Forest’s academic 
mission while ensuring the protection of its natural resources.  Five major management priorities that aim 
to maximize a wide variety of forest benefits guide the allocation of forest resources, and in particular, 
direct staff time and energy.  These priorities also underlie strategic efforts to enhance the value of the 
Duke Forest as a University and community asset.  More information is available at: dukeforest.duke.edu.  
 
Occupational Summary: 
 
The Operations Coordinator (OC) is an experienced, organized, and tech-savvy administrator whose work 
provides a reliable foundation for all aspects of the management of a multi-faceted teaching and research 
forest. The OC provides consistent financial management and analysis, detailed financial reporting, 
operational support, general office management, and a first contact for requests and inquiries. A 
successful OC appreciates how this position underlies the numerous roles the Duke Forest plays and the 
diverse audiences it serves, and expresses a sincere commitment to accomplish its mission as part of a 
dedicated team.   
 
Work Performed: 
 
Financial Management 

• Manage all finances for ODF in accordance with Duke University policies and procedures, and 
continually update processes to current standards.  

• Prepare detailed monthly and annual financial reports and analyses from SAP, Concur, Cybersource 
and similar software, reflecting progress, adverse trends, and appropriate recommendations. 

• Initiate journal voucher transfers as needed. 

• Receive and process all expense receipts on behalf of staff and submit expense reports in Concur. 

• As the primary contact with Duke E-Commerce office, oversee all aspects of credit card processing 
through Cybersource and lead staff in yearly reviews of credit card processing procedures. 

• Handle money in accordance with Duke University policies, delivering checks and cash to university 
bursar and retrieving checks from Accounts Payable. 

http://www.dukeforest.duke.edu/


 

• Attend annual trainings in financial management systems and credit card processing and stay up-to-
date with university-wide announcements, policies, and software rollouts. 

• Create purchase orders and work within Buy@Duke guidelines to procure items and contracts. 

• Pay and manage all vendor and utility accounts for all properties, research sites, and forest 
infrastructure. 

• Proactively work with researchers and Duke Forest field staff to facilitate payment for services 
provided, utilities, and other incurred costs. 

• In coordination with Forest Supervisor, facilitate announcement and bidding process for timber sales. 

Operational Support 

• Lead staff in planning and implementing special and recurring events like the Duke Forest Annual 
Gathering including researching and booking venues/caterers, setting up conferencing technology, 
sourcing branded gifts, purchasing food and drinks, setting up, etc.  

• Work with staff and Duke Human Resources colleagues to hire and administratively onboard new 
staff, interns, and student assistants. 

• Work with the Executive Director and Program Coordinator to process and approve teaching, research, 
ROTC, and drone use registrations, and to facilitate use of the Duke Forest for these purposes through 
the sharing of information/data, meeting on-site to orient users to the Forest (as needed), and other 
related activities; maintain up-to-date records in the teaching and research database.     

• Coordinate reservations and payments for recreational shelter rentals, communicating with prospective 
renters and current renters in a timely fashion to settle issues and accommodate special requests.  

• Assist with the administration and coordination of the Annual Deer Management Program and Deer 
Spotlight Surveys. 

• Provide direct administrative support to the Executive Director, scheduling and responding to requests 
and inquiries on ED’s behalf.  

• Participate in occasional field management activities.  

General Office Administration 

• As the first point of contact, respond to and triage emails, phone calls, mail, and office visits on behalf 
of ODF. 

• Order and maintain sufficient inventory of office supplies and equipment and materials, as requested 
by field and other staff; support other purchasing as necessary. 

• Inventory, distribute, and track all forest keys and parking passes. 

• Assist with reviewing ODF written communications as part of a shared editorial process. 

• Coordinate with Nicholas School of the Environment’s Facilities and IT management teams when 
support is needed.   

• Coordinate trainings for new hires, students. 

 

  



 

Qualifications: 

• Bachelor’s degree required  

• Minimum 5-years’ experience managing financial processes (SAP, JobX, Concur, Iforms experience 
preferred) 

• Notary License or willingness to receive training and licensure (required) 

• Excellent attention to detail and organizational skills; experience managing multiple concurrent 
projects. 

• Excellent interpersonal, teamwork, and collaboration skills; experience working in a dynamic team 
environment with multiple goals and stakeholders. 

• Excellent writing, editing, and communication skills; experience corresponding with public inquiries. 

• High proficiency with Word, PowerPoint, Excel (required); Airtable, Microsoft Teams, Qualtrics 
(preferred). 

• Valid NC Driver’s license (required) 

 
The successful applicant will be a consummate team player ready to work in the office (primarily) or in 
the field (secondarily) as needed to support the ODF team and its mission.  Some after-hour and weekend 
work may be required.    
 
To apply: 
 
Please visit this link (https://dukeforest.duke.edu/operations-coord) where you can submit a resume and 
cover letter through our form. Applications will be accepted and processed on a rolling basis. Selected 
applicants will be contacted for phone and/or in-person interviews.  
 
 
Duke University is an Affirmative Action/Equal Opportunity Employer committed to providing 
employment opportunity without regard to an individual's age, color, disability, gender, gender 
expression, gender identity, genetic information, national origin, race, religion, sex, sexual 
orientation, or veteran status.  
 
Duke aspires to create a community built on collaboration, innovation, creativity, and belonging. 
Our collective success depends on the robust exchange of ideas—an exchange that is best when the 
rich diversity of our perspectives, backgrounds, and experiences flourishes. To achieve this 
exchange, it is essential that all members of the community feel secure and welcome, that the 
contributions of all individuals are respected, and that all voices are heard. All members of our 
community have a responsibility to uphold these values. 

https://dukeforest.duke.edu/operations-coord

