
8 Enon St. -www.changeissimple.org - (978) 344-2155 
EIN: 45-1463482 
 
Position: Operations & Development Assistant  
Location: Beverly, MA 
 
About Change is Simple: 
Environmental education is often about trees, whales, oceans, rivers, and nature - all of which are important. 
However, Change is Simple takes a different approach. Cars, grocery stores, Amazon, and iPhones aren’t going 
away, so, we created an education program around the complex 21st-century world. By doing so, we ensure it is 
relevant to kids, their food, water, homes, the energy that powers their electronics, and the products they use. 
Students in the program understand why their everyday choices matter and are empowered to make choices that 
create a more sustainable lifestyle and future. The Change is Simple program gives kids hope and allows them to 
see that they have a direct impact on their own health, and the health of their community and planet. Upon 
completing each of the dozens of units of education, students learn a concrete way to live healthier and more 
sustainably. 
 
Change is Simple provides an engaging full-year series of STEM and project-based educational experiences (units) 
that transform classrooms into construction zones and ecosystems, and students into engineers and scientists 
working toward a common goal- innovation for a better world. It integrates unique and exciting learning tools and 
provides children with college science mentors. Change is Simple partners with local colleges & universities in 
order to train and mobilize college science students. 
 
The program creates authentic learning experiences through a scaffolded curriculum. The curriculum and our 
assistance in delivery allow for maximum impact on students, support for teachers and effective outcomes for 
schools.   
 
Since it was founded in 2011 in one classroom in Beverly, Change is Simple has developed a robust environmental 
science/sustainability curriculum that has been delivered to over 20,000 students at nearly 50 schools in over 20 
communities.  
 
Job Description:  
Our growing non-profit is seeking support for our growing organizational needs. This position works directly with 
the Executive Directors, Board of Directors, and Education staff. The ideal candidate will be highly organized, 
professional, and a problem solver. The position requires confidence to call and speak with donors, school 
Principals, parents, insurance agents, bank representatives, etc. We are seeking a team player with a positive 
attitude and an eagerness to help a non-profit that is doing great work for children. Change is Simple maintains a 
highly positive, upbeat working environment.  
 
Responsibilities 

● Work with education program staff & school partners to schedule lessons 
● Assist with preparing contracts 
● Assist with grants 
● Prepare outreach materials  

http://www.changeissimple.org/


● Assist with donor management 
● Manage calendars for Executive Directors 
● Communicate with Board of Directors on pending projects and deadlines 
● Represent the organization at Community Events (some nights & weekends may be required) 
● Assist with other general needs of the organization including, but not limited to, event preparation, 

fundraising, marketing, outreach, etc. 
 
Qualifications  

● Minimum of 2 years working in a professional setting  
● Strong knowledge of and/or experience with non-profit organizations 
● Strong knowledge and value of sustainability 
● Patience and cheerful attitude when working with community groups, schools, and the public 
● Ability to work both cooperatively and independently 
● Commitment to fostering and celebrating diversity and a willingness to creatively accommodate 

intellectual and physical disabilities 
● Favorable completion of CORI background check (completed by Change is Simple) 
● Valid Driver’s License and daily usage of vehicle 

Skills & Competencies 
● Strong computer skills: Google Drive, Excel, Quickbooks, Salesforce (or the ability to learn quickly) 
● Strong verbal and written communication 
● Strong organization skills 
● Comfortable with public speaking  
● Problem solving  
● Team work  
● Flexibility 
● Initiative 

Hours and Compensation  
15-20 hours per week 
Pay: Commensurate with experience 
Contract position with potential for future growth based on performance 
 
START DATE:  TBD 
How to Apply: Submit cover letter and resume to: Lauren@changeissimple.org  

mailto:Lauren@changeissimple.org

