
July 2022 
 
The Alliance for Higher Education in Prison 
Operations and Development Manager  
Job Description 
Fulltime, exempt  
In Person    
 
About the Alliance for Higher Education 
The Alliance for Higher Education in Prison (the Alliance) is a national network working to support 
the growing field of higher education in prison. The Alliance believes that all people, including those 
who are currently or formerly incarcerated, should have access to quality higher education. The 
Alliance is working to advance the field of higher education in prison by creating collaboration and 
co-learning opportunities for the higher education in prison community, producing reliable data and 
research, and communicating the need, importance, and value of quality and equitable higher 
education in prison. 
 
About the Operations and Development Manager Role 
The Operations and Development Manager will work in close collaboration with the Alliance’s 
Executive Director, project partners, and consultants to support the day-to-day operations and 
fundraising efforts of the Alliance. The Operations and Development Manager will also work in 
close coordination with Community Partners, the Alliance’s fiscal sponsor, to manage contracts, 
human resources, and finance systems. This position serves the function of developing and 
implementing internal management systems that will increase the effectiveness of the network and 
improve our ability to expand programming. This position also supports the organization’s 
fundraising activities including (but not limited to): donor (individual and foundation) prospecting, 
donor database management, and grant writing, submission, and reporting. Applicants should be 
experienced working within a non-profit/community-based organization. Additionally, applicants 
should be creative, thoughtful, and collaborative, and be in strong alignment with the social, racial 
and education equity mission of the Alliance.  
 
The Alliance’s main office location is in Denver, CO. This position is in the office 4 days a week and 
1 day remote. 
 
Key Job Responsibilities:  

● Manage the Alliance’s day-to-day development activities including: preparing materials, 
maintaining files, grant management (scheduling, tracking, completing grant action items, 
grant applications, grant reporting and funder updates)  

● Manage the Alliance’s day-to-day operations activities including: managing multiple email 
accounts and calendars, preparing agendas for internal team meetings, receiving and 
processing contacts and invoices (internal and external); managing multiple project budgets 
and organizational budget, managing multiple contact databases and ensuring the integrity of 
contact information 

● Partner with other staff (and/or consultants) to write, edit, and design donor 
communications and materials for direct mail and online campaigns 

● Manage the day-to-day function of the Alliance’s website, including updates and posting of 
new content 



 
● Provide logistic, technical, and other support to major Alliance projects, including (but not 

limited to): Higher Education in Prison Landscape Project, National Conference on Higher 
Education in Prison and Journal of Higher Education in Prison 

● Other special projects and duties, as needed  
 
Required Qualifications: 

● Demonstrated commitment to and knowledge about educational equity and anti-racism 
work  

● Technologically savvy, with strong knowledge of the Microsoft Office suite (Word, Excel, 
etc.) and G-Suite (Gmail, Google Drive, etc.) 

● 3+ years of human resources, operations management and/or business management 
experience with increasing responsibility, ideally within a national non-profit network or 
organization (including day-to-day and long-term planning functions) 

● Strong communication skills, including the ability to write with purpose and clarity to reach 
and inspire different types of audiences 

● Associate’s degree 
● Ability to prioritize and coordinate multiple projects and deadlines while maintaining 

attention to accuracy and detail 
● Ability to learn new software quickly 
● Ability to work well with individuals across age, race, socio-economic, ability, sexual 

orientation, gender identity, incarceration experience, and other identities  
● Commitment to social justice, particularly working on behalf of people incarcerated and 

formerly incarcerated 
 
Application and Deadlines: 
Review of applications will begin on Monday, August 1, 2022. Applications will be reviewed on a 
rolling basis, until the position is filled. 
To apply for this position, please submit the following: 

1. Cover letter 
2. Resume or Curriculum Vitae 
3. Contact information (name, email, and phone number) for three references 

 
Attach all materials in a single PDF document and submit it to: hiring@higheredinprison.org with 
“Operations and Development Manager application” in the subject line. 

 
Compensation: 
The Alliance for Higher Education in Prison provides a competitive salary and benefits package, 
commensurate with our size and budget. Starting salary range for the Operations and Development 
Manager is $60,000 – $70,000, commensurate with experience. Relocation expenses will be 
reimbursed up to $2,500. All employees working more than 20 hours/week are eligible for health 
insurance, and life and long-term disability insurance. Employees working more than 30 hours/week 
are also eligible for dental and vision. All employees are eligible for vacation and holiday pay, and 
professional development support. In addition, the Alliance offers monthly reimbursements, 
including: ½ cellphone, ½ Internet, office supplies (up to $25.00) and wellness funding (up to 
$100.00). All employees may participate in a 403b retirement plan (commencing on the first day of 



employment) with an employer contribution (3%) and match (up to 3%) after two years of at least 
1,000 hours worked each year. 
 
Statement of Non-Discrimination: 
The Alliance for Higher Education in Prison and its fiscal sponsor, Community Partners, is an equal 
opportunity employer committed to a diverse and inclusive workforce. In keeping with our mission 
and values, no employee or applicant will face discrimination or harassment based on: race, color, 
ancestry, national origin, religion, age, gender, marital/domestic partner status, sexual orientation, 
gender identity or presentation, disability status, veteran status or former incarceration status. The 
Alliance encourages for employment applicants who have been directly impacted by the criminal 
justice system and engages in review in a manner consistent with the guidelines of the Los Angeles 
Fair Chance Initiative for Hiring, a "ban the box" law that significantly restricts employers when 
conducting a criminal background check or taking adverse employment action merely because of an 
applicant's criminal history. 

 
More information about the Alliance for Higher Education in Prison can be found on our 
website: www.higheredinprison.org 

 
 
 


