
 

Operations Manager 
At Veritas’ Cambridge, MA office  
 
About The Veritas Forum: 
The Veritas Forum partners with coalitions of campus ministries to create high-profile, university events that 
engage students and faculty in discussions about life’s hardest questions and the relevance of Jesus Christ to all 
of life. The first event was hosted at Harvard in 1992.  Today over 130 universities in North America and 
Europe are hosting annual Veritas Forum events. We have also extended our impact through publishing and 
web-based media. To find out more, visit our website at www.veritas.org. 
 
Description:  

The Veritas Forum is recruiting for an Operations Manager in the Boston area. This role will combine 
operational and administrative responsibilities for a rapidly growing, geographically-dispersed organization. 

The role will lead the design and execution of select administration, operations, finance and HR, including: 
• Provide ongoing operational and administrative support for North American Forums, ensuring timely 

completion of contracts, payments of honorariums, purchasing and distribution of forum supplies, etc. 
• Provide as-needed support to additional Veritas programs (Europe, Veritas Cities, Development, etc.) 
• Lead the relationships with Veritas’ accounting, finance and audit service provider(s) 
• Lead the relationship with Veritas’ HR service provider 
• Oversee and ensure timely renewals of licenses, trademarks, registrations and accreditations 
• Lead targeted event planning and logistics (for staff summits, board meetings etc.) 
• Provide targeted support for ongoing program needs (e.g., respond to website inquiries, provide 

program marketing and printing support, conduct inventory management, update campus pages on 
veritas.org, manage online distribution of forum photos and videos, etc.) 

• General office oversight including: provide staff support, assist with developing policies and procedures, 
maintain a usable archive of Veritas documents and resources, etc.  

• Hire and oversee part time intern(s) to provide additional support for program needs during Veritas’ 
busy seasons (e.g., fall, winter and spring matching the academic calendar) 
 

The role will also provide targeted support for the Executive Director, including 
• Help scheduling meetings, plan and book travel etc. 
• Help plan and oversee the ongoing organizational calendar 
• Proactively remind leadership and staff of timelines for budgeting, audits, staff reviews, monthly reports 

and board meetings 
 

The role also requires the ability to proactively develop strong working relationships among a geographically 
dispersed team.  The Operations Manager will report directly to the Executive Director, also based in 
Cambridge.  

 

Qualifications and Skills:   
Applicants should have a bachelor’s degree and at least 3 years of related work experience post-college. This 
role depends on being self-directed with the ability to multitask and lead multiple workstreams concurrently.  It 
requires strong attention to detail, verbal and written communication skills, a willingness to perform needed 
administrative tasks on an ongoing basis, and organizational competence. A high proficiency in MS Word and 



Excel is also required. A successful member of the Veritas team is a mature and growing Christian, with a 
passion for connecting the big questions of life with the person and story of Christ. 

Hours and Compensation: 
The Operations Manager role is targeted as a full time role, based in Veritas’ Cambridge office, but could be 
tailored to be part time for the right candidate.  Compensation to depend on experience. 

Interested persons should submit a cover letter and resume to jobs[at]veritas.org. Questions are welcome. 


