
 

 
 
 

United Way of Greater Rochester 
Rochester-Monroe Anti-Poverty (RMAPI) 
Career Opportunity  
 
Join the team! 
If you are interested in joining a dynamic team of community ambassadors to serve Greater 
Rochester with your time and talent, consider a career with United Way. 
 

Mission 
Our mission is to unite the goodwill and resources of the Greater Rochester community 
so that everyone can thrive. That means that our team is committed to working with local 
donors, businesses, not-for-profit program partners and people in need to make this 
community stronger and more vibrant together! 
 

Values 
Our core values define who we are and how we serve our community together. United 
Way and our team members are caring, trustworthy, collaborative, innovative, respectful 
and results-oriented.  

 

 

Job Title:  Community Operations Associate 
FLSA Classification: Non-Exempt      
Reports to:   Continuous Improvement Manager 
    
Position Summary:  
This position is responsible for supporting Rochester-Monroe Anti-Poverty’s 
(RMAPI’s) operational activities through facilitating meetings, developing 
research, conducting presentations, coordinating events, supporting community 
input sessions, internal and external communications, and follow through on 
important tasks needed to reach RMAPI’s goals. The Community Operations 
Associate supports day-to-day implementation of RMAPI’s Collective Impact 
operations by directly working with internal and external stakeholders that include 
community residents/organizations, various collective impact partner 
organizations, government agencies, and funders. 
 
Essential Functions: 
Reasonable accommodations may be made to enable individuals with disabilities 
to perform the essential functions. 

 Support RMAPI’s broad and growing community engagement and 
operations activities (especially the details related to daily coordination, 
administration, and communication) 

 Identify, establish, build and maintain relationships with key stakeholder 
groups including, but not limited to, faith groups, leadership development 
groups, community groups, etc.. 



 

 Support and contribute to the creation and dissemination of culturally 
competent information for various audiences 

 Support updates to RMAPI’s communication and media 

 Support the RMAPI’s efforts by soliciting, capturing, analyzing, and 
incorporating community feedback, assets and requirements into RMAPI’s 
strategies and activities 

 Encourage learning, and share tools and knowledge to benefit the 

impacted community’s ability to participate   

 Civic Engagement- Identify and share resources with community members 

to increase members’ ability to participate fully within RMAPI. Provide 

staffing support for the Community Advisory Council. 

 Backbone Support- Support RMAPI’s daily operations tasks and working 

group management. Enable the RMAPI Working Groups by working with 

the RMAPI Manager of Continuous Improvement, Community 

Engagement Specialist, and Project Administrator to synergize Collective 

Impact activities, especially those that impact or deal with 

communities/neighborhoods/populations in extreme poverty. 

 Research and Policy- Leverage strong research skills, and an 

understanding of policy at the federal, state and local levels, provide 

poverty reduction-related and community engagement research to 

enhance RMAPI’s community engagement plans and overall efforts. 

 Facilitation- Present new or challenging information to various audiences, 

utilizing Results-Based Accountability methods to conduct facilitation.  

 Communicate with various audiences in a culturally competent manner 

 Reliable and predictable attendance. 

 Consistently demonstrates the values and mission of the United Way. 

 Perform other duties as assigned. 
 

Competencies 

 Collaborative/Team Player 

 Communication Proficiency, Written and Verbal 

 Relationship Management 

 Cultural sensitivity and competency  

 Collect and Analyze Qualitative Empirical Data 

 Thought leadership 
 

Supervisory Responsibility 
None 
 

Physical Demands/ Work Environment 
      (See attachment) 
 



 

Travel 
Local travel may be required on rare occasion 
 
 
Required Education and Experience 
Bachelor’s degree in human services, public administration, communications, 
business or related field from an accredited program with a minimum of 2 years 
of experience in community and/or relationship building position.  
 

 
 

In support of the ADA, this job description lists only the responsibilities and 
qualifications deemed essential to the position. 

 
 
 

In support of the ADA, this job description lists only the responsibilities 
and qualifications deemed essential to the position. 

 
United Way of Greater Rochester is an Equal Opportunity Employer 

 
  



 

 
 
 
 
Physical Requirements/Work Environment 

 

  
 

% of Time Performing Task 

Activity Rare         
0-30% 

Occasional      
30-60% 

Frequent 
60-90% 

Constant 
90-100% 

Hand/ Eye Coordination     

Sitting     

Standing     

Walking     

Bending Over/ Stooping     

Crawling/ Kneeling     

Reaching Overhead     

Crouching     

Balancing     

Climbing     

Pushing/ Pulling     

Thrusting     

Twisting at Waist     

          

Push/ Pull Max Force Rare         
0-30% 

Occasional      
30-60% 

Frequent 
60-90% 

Constant 
90-100% 

0-20 lbs     

21-39 lbs     

40-50lbs     

60-100 lbs          

Verbal Communication Rare         
0-30% 

Occasional      
30-60% 

Frequent 
60-90% 

Constant 
90-100% 

Face-to-Face     

On the Phone     

Group Setting          

Hand Movement Rare         
0-30% 

Occasional      
30-60% 

Frequent 
60-90% 

Constant 
90-100% 

Repetitive Motion     

Grasping     

Finger Dexterity     

Writing     



 

 
 
 
 

 
 
 
 

 
Hearing Requirements 

Rare         
0-30% 

Occasional      
30-60% 

Frequent 
60-90% 

Constant 
90-100% 

Face-to-Face     

On the Phone     

Group Setting     
 

% of Time Performing Task 

Vision Rare 
0-30% 

Occasional      
30-60% 

Frequent 60-
90% 

Constant 
90-100% 

Face-to-Face     

Group Setting     

Preparing/ Analyzing Figures     

Color Distinction     

Visual Inspection     
     

Carrying Rare       
   0-30% 

Occasional      
30-60% 

Frequent 60-
90% 

Constant 
90-100% 

1-10 lbs     

11-24 lbs     

25-35 lbs     

36-50lbs     

> 50 lbs     
     

Work Conditions Rare       
   0-30% 

Occasional      
30-60% 

Frequent 60-
90% 

Constant 
90-100% 

Working in Confined Spaces     

Exposure to Dust/ Fumes     

Exposure to Chemicals/ Gases     

Equipment/ Machines     

Working From Heights     

Safety/ Clothing Equipment     

Extreme Noise Levels     

Night/ Dark     

Driving a Vehicle     

          


