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Operations & Marketing Manager 
Job Announcement 

January 2019 

BDS Planning & Urban Design is seeking an organized, confident and assertive self-starter who can 
both work independently, and as a member of a team, to serve as the Operations & Marketing 

Manager. BDS Planning is a company that offers dynamic opportunities for personal and company 
growth in an exciting and fast-paced environment. The firm currently includes its President/Principal, 
Brian D. Scott, five professional employees, and two-part time administrative staff. 

BDS Planning & Urban Design, Inc. was established in 2009, is located in downtown Seattle and offers 
comprehensive community development services. At any time, we have 10 – 20 projects with public 
and nonprofit clients, including strategic plans & visions, stakeholder engagement, downtown 
revitalization plans, facilitation, assessment districts, organizational development, neighborhood and 
master plans, and public decisions. Examples of past client work can be found at bdsplanning.com.  

BDS Planning is small and nimble company that has utilized part-time employees, contractors and 
outside firms to manage its operations and marketing over the course of its 10-year history. We are 
ready to invest in a permanent employee, at three-quarters-time or full-time, to guide these functions 
moving forward and we are looking for someone with solid experience in marketing, operations and 
human resources. Bookkeeping skills and experience in financial management strongly preferred, but 
not required. We also expect this person will help our principal and senior staff manage multiple 
priorities and deadlines, keep the office organized, and balance routine company operations. 

Mr. Scott is an experienced manager and supervisor, with a reputation for solid feedback, recognition, 
and supporting personal and career development. The company has a strong culture of transparency, 
flexibility, and open communication. Salary range is $50,000-$60,000 (or $25-$30 per hour). 
Compensation offered will be commensurate with experience. The firm offers health insurance 
(medical, vision, dental), paid holidays, and paid time off, and hopes to soon offer retirement benefits. 

BDS Planning is an equal opportunity employer. We provide 
equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, 
religion, gender, sexual orientation or identity, national origin, 
age, disability or genetics. Individuals of diverse backgrounds 
are strongly encouraged to apply. 

Please see the full job description on the following page. 

Application Process: 
• Position open until filled. 
• Cover letter & resume to 

noel@bdsplanning.com with 
“Operations Manager” in the subject 
line. 

• Only most qualified applicants will 
receive an interview. 

• No phone calls or office visits, please. 
• BDS Planning is an equal opportunity 

employer. 
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Job Description 

January 2019 

Position: OPERATIONS & MARKETING MANAGER 

Type: THREE-QUARTERS-TIME TO FULL-TIME 

Compensation: $50,000-$60,000 or $25-$30 per hour, commensurate with experience 

Location: Seattle, WA 

 

The Operations & Marketing Manager supports a dynamic team of planning professionals with a 
diverse portfolio of projects. The Operations & Marketing Manager will drive all marketing efforts and 
outreach, as well as internal operations, human resources and related tasks. They will work with every 
member of the firm, as well as several consultants. They must be able to manage multiple and 

competing deadlines with clarity, clear communication, and good humor. BDS Planning is a small firm 
that requires every team member to be nimble and flexible with their workload and skill sets. This 
position reports to the company’s Principal. Reporting relationships subject to change due to firm 
growth and/or company needs. 

Responsibilities include but are not limited to: 
• Operations — Keep the office organized and supplies stocked; maintain contact database; file 

and renew business licenses; coordinate with information technology consultant to maintain 
related equipment; maintain company phone system; manage main company email account; 
maintain insurance policies (liability, professional, auto, etc.); manage printer service contract; 
coordinate with property manager on lease and related issues; support Principal by monitoring 
tasks and firm-wide project workflow and assisting with meeting deadlines. 

• Human Resources — Ensure company is in compliance with all local, state and federal 
employment laws; facilitate hiring processes; periodically update company policies and 
procedures; onboard new employee and facilitate exit interviews; serve as the first point of 
contact for employees with concerns or disputes; plan and execute regular company events (i.e. 
company planning retreat, holiday party); review and renew annually healthcare and other 
employee benefits; drive internal learning sessions and other team learning opportunities (i.e. 
equity and inclusion training). 

• Marketing — Track procurement opportunities; manage proposals; develop & update collateral 
(i.e. brochures, project sheets, business cards, etc.); maintain and renew roster membership; 
track, attend and prepare for conferences (i.e. registration and travel, as well as opportunities to 
speak, present, sponsor, and/or exhibit); write and send regular e-newsletter, manage creation 
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and delivery of annual holiday card; and maintain company social media and website (with 
team support, as necessary). 

• Business Development — Support Principal, Senior Associate and other team members in 
tracking and cultivating network of potential clients and project partners. 

• Professional Development — Participate in professional development activities, including 
seminars, conferences, work groups, certifications, and so forth. The firm may support some of 
these activities with paid time and/or payment of dues or fees. 

 
Responsibilities may include: 

• Financial Management — Bookkeeping; monthly invoicing; regular financial management (i.e., 
cash flow management, profit & loss statements, time summaries); preparing checks for 
routine and other company payments; support project managers with budget tracking; track 
employee hours, paid time off, etc.; work with accountant for tax filing and annual reporting. 

 

Minimum Qualifications:  
A college degree is important. 

At least three years of meaningful experience in related job duties required. 

Microsoft Office mastery required (Word, Excel, PowerPoint). QuickBooks familiarity; mastery 
preferred.  

Ideal skills: 
• Writing Skills — Strong writing skills are essential. Ability to write professional reports, 

memoranda, and emails for internal and external audiences. 
• Quality Control — Strong attention to detail and able to review one’s own work. 
• Communication — Skilled communicator able to work in a multi-disciplinary setting, 

maintains strong relationships and possesses strong writing and oral communication skills. 
• Analytical — Strong analytical and data management skills. 

 
Preferred skills: 

• Bookkeeping — Experience and strong skills in QuickBooks; financial management principles. 
• Website Management — Sufficient skills with Squarespace to manage company website. 
• Computer Graphics — Some skills in Adobe Creative Suite (InDesign; Illustrator; Photoshop), as 

well as the graphic capabilities of Microsoft Office (Word and PowerPoint). 
 

This position requires an individual who is solution-driven, self-motivated, and a natural problem 
solver. Those with a curious and collaborative demeanor, and a sense of humor, are most likely to be 
successful. 

 


