
 

                                 

The Build Up Companies 

 
Operations Assistant  
 
Contractor, remote position 
 
 
About Build Up 

The Build Up Companies (Build Up) are a federated group of companies comprised of Build Up 
Advisory Group, The Campbell Law Firm, and Build Up, Inc. and focused on transforming life 
outcomes for vulnerable and marginalized communities. 

• Build Up Advisory Group is an advisory firm that specializes in strengthening governance, 
grant making, and organizational design for brave philanthropists, philanthropies, movements, 
and nonprofit organizations to provide them with the structural capacity to deliver on their 
missions to help effect socio-economic change.  

• The Campbell Law Firm is a boutique law firm that serves as a trusted in-house advisor to 
brave grant-making nonprofits, movements, philanthropies, and philanthropists to disrupt 
cycles of injustice and inequity.  

• Build Up, Inc. is a nonprofit capacity builder that supports the leadership of women and people 
of color and incubates and fiscally sponsors charitable projects and organizations that work 
with under-resourced and invisibilized communities around the world. 

We work with start-ups that want to quickly and equitably build their infrastructure capacity and older 
organizations that are seeking innovative ways to equitably serve communities. We call what we do 
Brave Infrastructure Design®. 

We are not theorists or academics. We understand the theory, of course, but have done the work we 
advise on, and are practical and creative in our approach. Our Founder and CEO has advised two of 
the world’s most prominent philanthropists and has built the capacity of nonprofit organizations all 
over the world. All of our advisors are practicing attorneys with years of practical in-house nonprofit 
and operational experience. So, we do not just talk about infrastructure design; we live and breathe it. 

Learn more about Build Up by visiting each of the companies: Build Up Advisory Group, The Campbell 
Law Firm, and Build Up, Inc. 
 
 
 

http://buildupadvisory.com/
https://buildupadvisory.com/legal-services/
http://buildupinc.org/
http://buildupadvisory.com/
https://buildupadvisory.com/legal-services/
https://buildupadvisory.com/legal-services/
http://buildupinc.org/
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Build Up’s Core Values  
 
Our core values are to be: 
◊ brave – we authentically show up according to our values, even if it means that doing so may be 

more challenging; 
◊ ever learning – we are focused on constant improvement and are always seeking new ways to 

do our work even better;  
◊ excellent – we are in relentless pursuit of excellence through meaningful work and cultivating an 

environment of “owners” who refuse to tolerate mediocrity; and 
◊ relational – we believe that true problem solving happens when there is real communication 

among the problem solvers; we endeavor to be thought partners with each other, our clients, and 
our partners. 

 
Our values guide and inspire everything we do and how we engage with our clients and each other. If 
any value does not resonate with you, Build Up is not the place for you. 
 
About the Role 
 
We are looking for an Operations Assistant to work with the Manager of Global Operations to 
provide exceptional administrative, project management, and logistical support, and assist with 
building out Build Up’s infrastructure, operations, policies, and processes. 
 
Additionally, the Operations Assistant will be responsible for assisting with the review, analysis, and 
evaluation of organizational and business processes, and the build out and day-to-day management 
of human resources and information technology functions, including their internal operations. 
 
You will be required to maintain consistent communication and coordination between the Manager 
of Global Operations, the Executive leadership team, and the wider Build Up team. You will also be 
responsible for multitasking across multiple projects, triaging as necessary, and effectively 
communicating with the Manager of Global Operations and other stakeholders to ensure success 
and efficiency. 
 
About the Person in the Role 
 
You are comfortable working with people regardless of their background and excel in building 
relationships with vendors and colleagues. When given a new project or challenge, regardless of size and 
scope, you are excited to take the initiative and find innovative solutions. You are strategic, analytic, and 
have creative thinking and problem-solving skills with fine-tuned multi-tasking and decision-making 
abilities. You have the natural tendency to be budget-conscious and are comfortable raising concerns 
and identifying opportunities that enhance efficiencies in how we operate as a team. 
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You thrive in start-up environments where you can learn in new situations. You are extremely proactive 
and take initiative. You are someone that people depend on. You love embracing new challenges. You 
are excited about building things from scratch and do not shy away from the unknown. You have a 
natural affinity for technology and data, excellent communication skills, and are committed to building 
knowledge of Build Up’s operational practices, policies, and procedures.   
 
You have a sense of humor, are intellectually curious, value kindness, and have the ability to discuss two 
fundamental music principles: The Bridge is over, and Soca is a language everyone should know. 
 
You Must:  
 

• have a Bachelor’s degree or equivalent work experience of 2-3 years;    
• have excellent written and verbal communication skills;  
• be able to manage a complex portfolio of work with minimal supervision and a high degree of 

professionalism;  
• have outstanding organizational and project management skills; 
• have experience with the Microsoft Suite, project management software (e.g., ClickUp, Trello, 

Asana), and digital collaboration tools; 
• have the ability to handle confidential and time-sensitive information; 
• have excellent analytical skills;  
• be able to thrive in high-pressure, fast-paced environments;  
• have interest in the nonprofit sector, with a focus on social and racial justice; 
• have a team and solution-oriented mindset;  
• be able to occasionally travel within the United States and internationally (when travel resumes); 

and 
• have a genuine interest in what is happening socially, politically, and philanthropically in the 

United States, the Caribbean, and Sub-Saharan Africa.  
 
  
Though not required, it would be very nice if you also had experience working with grassroots and 
nonprofit start-up organizations. 
 
Compensation  
 
The Operations Assistant will receive a starting hourly rate of $20-22 per hour at 24 hours per week 
with the opportunity to join the team as a full-time, salaried employee in 2023 if both parties are in 
mutual agreement that expectations are being met and there is an interest to continue working with 
Build Up.  
  
How to Apply  
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If you are interested in applying for this role, click here to submit your application. 
 
Our Hiring Process  
 
If we are interested in learning more after we receive your application, you will receive an email from us 
where you will be asked to provide a video response to some preliminary questions about your 
experience and interest in the role.  
 
After reviewing the video responses, we will further narrow the applicant pool and invite a few 
applicants to talk with us via video. You will meet with the Manager of Global Operations so you can 
ask questions about working with Build Up and we can learn more about your experience and 
workstyle.  

 
After the conversation with the Manager of Global Operations, we will ask some applicants to meet 
with the CEO via video.  
 
The finalist(s) for the role will be asked to participate in an assessment to evaluate their analytical skills 
and writing style.  
  
Afterward, the Manager of Global Operations will make an offer for the Operations Assistant role.  
 
We will acknowledge receipt of all applications and will let you know of our decision regarding your 
application.  
 

 
Our Commitment  
 

Our work centers historically marginalized and vulnerable communities, including people of color, those impacted by the 
criminal justice system, and women, especially Black women, so we strongly encourage applications from members of these 
communities who are committed to transforming life outcomes for those most invisibilized in society.  
 

Build Up is an equal opportunity place of business, which means that we do not discriminate because of race, color, gender, 
gender identity, sex, sexual orientation, veteran status, religion, age, where you are from, or disability. We believe in and 
live diversity, inclusion, and equity, and strive to ensure that every person we work with, including contractors, vendors, 
staff, and clients, feels considered and listened to. We do not allow any of the “isms” into where or how we work, and we 
believe Black lives matter and love is love. We have been treated as if we did not belong at various times throughout our 
careers and lives and understand how to be deliberate about never making others feel that way. 
 

https://forms.clickup.com/2308602/f/26efu-13347/GOS96JQY08E9JO1P5G
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