
Operations Manager 
Champlain Area Trails 

Westport, New York 
 

 
 

Opportunity to join a trails and land conservation organization  
in the beautiful Lake Champlain Region of New York’s Adirondack Park 

 
 

Champlain Area Trails (CATS) seeks an Operations Manager to coordinate the efficient functioning of the 
organizational operations, manage the financial records, supervise human resources, address daily office 
needs, support the Executive Director’s activities, and assist with grants administration and public 
programs. This position ensures the smooth running of the office on a daily basis and the activities 
associated with a small and busy non-profit organization. The Operations Manager is supervised by and 
provides assistance for the Executive Director and Director of Development. This position will average 
40 hours per week. Training will be provided for applicants not familiar with land trusts and trails 
organizations. 

Organizational Information: Champlain Area Trails (CATS), a 501(c)3 nonprofit corporation, began in 
2009 when its founders acted on a long-held dream of establishing a network of trails in the Champlain 
Valley with the mission of making trails, saving land, connecting people with nature, and promoting 
economic vitality. Since its founding CATS has developed 42 trails totaling more than 67 miles, and 
through its many partnerships promotes 88 additional hiking trails in New York’s Champlain Valley. CATS 
has protected a total of 983 acres for natural habitat, wildlife migration, and sustainable farming. Every 
year area residents and regional, national and international visitors enjoy thousands of experiences in 
this outdoor wonderland. CATS is an accredited land trust through the Land Trust Accreditation 
Commission which affirmed it has sound finances, practices ethical conduct and responsible governance, 
and can ensure lasting stewardship.   
 
Summary of Responsibilities: Reporting to the Executive Director, the Operations Manager will oversee 
the daily operations of the office and serve as “air traffic control” coordinating workflow, responding to 
external audience needs, partnering with staff in a roll-up-your-sleeves work environment that is 
collegial, fun and challenging. The small organizational size coupled with its critical mission make for an 
exciting and rewarding opportunity. The Champlain Valley and Adirondack Park is an outdoor paradise. 
The Operations manager must be highly organized, a multi-tasker, and a proactive partner to ensure 
smooth operations. The following responsibilities and qualifications summarize the essential aspects of 
this important position:  



 

Primary Responsibilities  
Management of Operations  
• Oversee daily office organization including filing, document management, timesheets, expense 

reports, travel arrangements, supplies, office equipment and technology needs  
• Collaborate with the contracted bookkeeper to track income and expenses, making sure deposits 

are made, bills paid, and timesheets are completed and submitted. 
• Manage human resources activities including staff benefits programs, personnel files, employee 

onboarding orientation & exit management, time-tracking, & updates to the personnel handbook  
• Coordinate scheduling the Executive Director’s time to maximize outreach, efficiency, program, and 

fundraising effectiveness and assist with Executive Director’s administrative tasks as needed 
• Maintain organizational records for insurance policies, equipment leases, & contracts with vendors 

 

Fundraising and Grants 
• Assist the Development & Communications Director with the maintenance of CATS’ donor 

database including addresses, phone numbers, giving history, and reporting of interactions 
• Work with staff to track and record expenditures and invoices, fulfill reporting requirements, 

manage contractor billing and payment with the contracted bookkeeper, and monitor compliance  
• Assist with donor trips, event planning, and public program implementation  

 

Board of Directors Coordination and Communication 
• Manages recording, distributing, and filing of minutes for board and committee meetings 
• Serves as liaison to the Board for meeting schedules, communications, and other logistics 
• Oversees and coordinate Board activities and special events in collaboration with Development  
• Coordinates with the Executive Director to organize and support bi-monthly board meetings, 

weekly staff meetings, and board committee meeting. 
 

Qualifications and Preferences 
• Bachelor’s degree or equivalent years of work experience 
• Experience managing an office and organizational activity and systems  
• Detail-oriented with a high level of accuracy while multi-tasking 
• Initiative, creativity, and ability to work independently 
• At least 3 years working in a similar role or position.  
• Experience working with a non-profit organization, managing membership, donor, and/or 

volunteer databases is a plus 
 

Salary and Benefits 
Anticipated salary range is $40,000 - $50,000 plus benefits including health, vision and dental 
insurance, retirement plan, paid time off and outdoor gear discounts. Hybrid or flex work schedule are 
possible while living in a beautiful part of the country! 



 

 
 

About Westport, NY and the Champlain Valley 
The town of Westport, where the CATS office is located, is one of the scenic and historic lakefront 
communities in New York’s Champlain Valley. The “Lake Champlain Region,” situated where the 
Adirondack Mountains meet breathtaking Lake Champlain, offers a calm, laid back and fun-filled quality-
of-life for residents and tourists only a few hours driving distance from major metropolitan areas. It is 
located on the eastern edge of the Adirondack Park, a unique 6-million-acre mix of public and private 
lands protected by state law and region-wide zoning promoting a forever-wild natural environment. 
Along with the nearby Lake Placid and the mountainous High Peaks region, the Champlain Valley offers 
four seasons of outdoor recreation. Vermont is across Lake Champlain and easily accessible by ferry or 
driving. Montreal is 90 minutes north and New York City is 4.5 hours south by car. Amtrak (pre-Covid) 
stops at Westport’s historic train station on its run between New York City and Montreal. National and 
international access is available through airports in Burlington, VT, Albany and Montreal. The region is 
rich in American and indigenous peoples’ history dating to before the founding of the country. The 
beauty of the region along with its accessibility, affordability, lakes, mountains, and friendly people 
make this a rare opportunity to join a team providing lasting impact in a place unlike any other.  
 
Diversity & Inclusion 
Champlain Area Trails is an EA/EO employer and actively encourages candidates with diverse 
backgrounds to apply. It does not discriminate against any candidate or employee based on race, 
national origin, gender, marital status, sexual orientation, age, disability, religion or veteran status.  
 
How to Apply/Nominate 
Nominations welcome. Apply in confidence: Email cover letter, résumé, salary requirement, and names 
of 3 references and your professional relationship, with contact information by November 14, 2022, to: 
Chris Maron, Executive Director, Champlain Area Trails cmaron@champlainareatrails.com. 
 
Data show that some candidates do not apply for a job because they don’t feel that they meet all of the 
qualifications listed. Our job descriptions are general overviews, not a mandatory comprehensive list. As 
a small and growing organization, we appreciate diverse skills and candidates eager and willing to grow 
and learn with our organization. If you feel passionate about our work and believe that you have the 
skills to succeed in this role, we want to hear from you. 


