
 

Seeking 
Sales and Operations Manager (Part-Time) 

Applications considered on rolling basis.  
Target start is Fall 2019. 

 
 
About Shout Mouse Press 
Shout Mouse Press (www.ShoutMousePress.org) is a nonprofit writing and publishing program 
dedicated to amplifying unheard voices. Through writing workshops that lead to professional 
publication, we empower those from marginalized communities to tell their own stories in their 
own voices and, as published authors, to act as agents of change.  
 
Shout Mouse authors have produced original children’s books, novels, comics, memoirs, and 
poetry collections that engage reluctant readers as well as expand empathy, advance social 
justice, and increase understanding of unheard perspectives. Since our founding in 2014 we 
have produced 36 books by incarcerated, immigrant, minority, and otherwise marginalized youth 
in DC and Haiti. See all books here: shoutmousepress.org/catalog  
 
 
Opportunity  
Shout Mouse Press is seeking qualified applicants to join our skilled and passionate team. We 
are hiring a part-time (.5 FTE) Sales and Operations Manager to serve as an integral part of that 
team. This is an opportunity to dive deep into all aspects of nonprofit management, systems 
design, and book sales operations on a small and collaborative team. This essential operations 
work will be high-impact for a good cause: all book proceeds support scholarship funds or new 
author programming. 
 
Because this individual balances a variety of responsibilities, the position requires a high degree 
of flexibility, a professional attitude, significant initiative, and attention to detail. An 
understanding of accounting principles, human resources, database design and management, 
metrics tracking, and technology is essential. The Operations Manager should bring experience 
in a nonprofit environment and a commitment to service. The individual should be able to work 
well both independently and as part of a team. This position reports directly to the Executive 
Director and works with other team members, including Partnerships Director, Communications 
Manager, Marketing Specialist, and sales / outreach interns.  
 

http://www.shoutmousepress.org/
http://www.shoutmousepress.org/catalog


At Shout Mouse we prioritize flexibility and work-life balance. This position is part-time (20 
hrs/week, flexible) based at Shout Mouse Press office in Dupont Circle area, Washington, DC. 
As the organization grows, the position hours will grow, and this will eventually be a full-time 
role. Applicants should discuss their interest in part-time vs. full-time responsibilities.  
  
 
Core Job Responsibilities 
  
This position will combine both daily detail-oriented tasks as well as long-term strategic design 
of policies and procedures to ensure effective and efficient operations on all fronts, including 
finances, sales, HR, donations, events, and general administration.  

Financial Transactions and Reporting 

❖ Maintain accurate and updated financials for the organization, including 
reconciling transactions, issuing invoices, paying bills, running payroll. Current 
systems include Xero accounting and Gusto Payroll. 

❖ Process accounts receivable. Ensure donations are properly recorded on an 
ongoing basis. 

❖ Manage banking activities, including monthly reconciliation between bank 
statements and Xero reports. 

❖ Work with Executive Director and Treasurer to develop organizational budget. 
Create, track and maintain organizational and program budgets. 

Book Sales and Inventory 

❖ Oversee all Shout Mouse book sales operations across multiple platforms, 
including website, 3rd party, and event sales 

❖ Manage both on- and off-site book inventory. Place regular purchase orders to 
both print-on-demand and traditional printers 

❖ Request and compare quotes from traditional printers; perform other publishing 
industry operations research as needed  

Human Resources 

❖ Support Executive Director with development of updated Employee Handbook.  
❖ Oversee employee retention and performance plans. 
❖ Manage recruitment, hiring, and termination processes; maintain employee 

records. 
❖ Manage and run semi-monthly payroll and contractor invoices, including time 

tracking. 
❖ Coordinate employee benefits. 

Donor Management 

❖ Maintain and update database of current donors. Current CRM system: Network 
For Good.  



❖ Oversee timely processing of donor thank you letters with support of interns.  
❖ Track annual fundraiser pledges and assist with follow up. 

Event Management 

❖ Assist with logistics of author and donor-related events. 
❖ Manage event contracts and payments. 

General Administration 
The Operations Manager is responsible for ensuring smooth day-to-day operations of 
the Shout Mouse Press office. Responsibilities include, but are not limited to: 

❖ Manage and update organizational Operations Manual.  
❖ Overseeing IT systems and all equipment. 
❖ Managing the physical office space, including ordering supplies. 
❖ Managing all organizational insurance policies. 

 

Qualifications  

❖ B.S. or a B.A. plus three to five years relevant work experience 
❖ Experience in nonprofit management required. 
❖ Familiarity and experience with HR policies and procedures strongly preferred 
❖ Proficiency with accounting software, Google suite, and CRMs, and a willingness 

to become proficient on our current systems and software, including Xero 
accounting, Network for Good CRM, Toggl timekeeping, GrantHub, and various 
book sales reporting tools.  

❖ Excellent interpersonal skills, including active listening and collaborative 
problem-solving. 

❖ Excellent organizational skills, ability to manage multiple priorities at once, and 
ability to work independently and as part of a team. 

❖ Excellent oral and written communication skills. 
❖ Prior experience with small and start-up nonprofit organization a plus. 

 

NOTE: This description is not an attempt to list all essential functions of this position as it is 
recognized that job duties may change over time, based on SMP’s needs. Nonessential 
functions of this job include an ability to lift boxes or bags weighing less than 25 pounds to a 
height of 3-4 feet. 

 

Access, Equity, and Inclusion 

We are an equal opportunity employer and all qualified applicants will receive consideration 
without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, 
disability status, protected veteran status, or any other characteristic protected by law. 



 
Shout Mouse is committed to building a culturally diverse team and to providing professional 
development opportunities for the next generation of diverse artists and writers. We strongly 
encourage applications from racial and/or religious minorities, members of the LGBTQ 
community, individuals with disabilities, and members of other underrepresented 
groups.  
 
 
Timeline 

● Applications will be considered on a rolling basis.  
● Target start date: Fall 2019 

 
 
Compensation and Benefits 
Salary is based on a part-time (.5 FTE) schedule and commensurate with experience.  
 
Shout Mouse Press offers a generous paid time off plan and monthly healthcare 
reimbursements (QSEHRA) that employees can use to purchase individual health insurance or 
use on medical expenses, tax-free, ensuring that employees can choose the plan they want. 
 
 
Interested?  
Please send a resume and cover letter to JoinTheTeam@ShoutMousePress.org.  
 

 

 

 

 


