
 
Operations Manager 

Fall 2022 
 

About The Ridges Sanctuary 
The Ridges Sanctuary’s mission is to protect the Sanctuary and inspire stewardship of natural areas through 
programs of education, outreach, and research. The Ridges was established in 1937 after Albert Fuller, then 
Curator of Botany at the Milwaukee Public Museum, began spending a significant amount of time surveying the 
landscape. Fuller spearheaded a grassroots movement to protect this incredibly diverse property and establish 
Wisconsin’s first land trust. The Ridges now protects over 1600 acres comprising fifteen discrete plant 
communities, 475 inventoried vascular plants, a Boreal Forest glacial relict and twenty-nine of Wisconsin’s forty-
nine native orchids. The Ridges has also established popular early childhood education programs, a nationally 
recognized Orchid Restoration Project, and welcomes over 35,000 visitors to our Nature Center each year.  
 
Position Summary 
The Ridges Sanctuary seeks a detail-orientated, motivated individual to serve as Operations Manager. The 
Operations Manager will provide administrative oversight of the organization. This person will possess a skillset 
that includes budgeting, accounts receivable & payable, financial reporting, account reconciliation, and payroll 
processing. They will also have knowledge of database management, donor recordkeeping, and donor relations. 
 
Duties & Responsibilities 
Accounting 

• Prepare monthly financial statements by gathering and analyzing information from QuickBooks 
• Reconcile revenue, record accordingly, and assist with weekly deposits 
• Prepare general ledger entries by maintaining records, reconciling accounts, and categorizing income 

and expenses in accordance with annual budget 
• Manage The Ridges’ Accounts Payable, including credit card payments, and vendor reconciliation 
• Maintain record of designated fund contributions and distributions 
• Assist staff with development of annual operating budget and produce YTD budget updates 
• Maintain record of investments into endowment fund and overall distribution of earnings by fund  
• Work with the Executive Director and Treasurer to produce year end financial statements  
• Assist with the preparation and coordination of the annual audit and annual tax filings 
• Process biweekly payroll and maintain employee files containing required federal and state employment 

forms, vacation hours, etc.  
• Oversee employee benefit programs, such as retirement savings and HRA accounts 
• Track asset management and generate spreadsheets showing changes in asset value 
• Maintain records for archives, annual reporting, financial audit etc. 

Development & Donor Relations (Altru) 
• Enter all donations into donor database and review donor information for corrections 
• Generate reports for memorial or gift donations to acknowledge donor, families, and gift recipients 
• Generate gift acknowledgement letters with tax exempt statement from The Ridges, including honorary 

or memorial gifts as well as gifts of stock and in-kind gifts 
• Assist with development of Annual Report by generating donation reports 



• Assist with Annual Appeal process as needed – generating mailing labels and reporting documents 
Membership (Altru) 

• Register new member information received from brochure, front desk, and online 
• Review member information for accuracy and make corrections where necessary 
• Administer membership renewals 

o Run membership report to identify upcoming membership renewals 
o Generate and send membership renewal letter 
o Process membership renewals 

• Generate member cards and coordinate mailing 
Administrative 

• Coordinate and process any ordering of supplies for the office, programs, etc. 
• Maintain files and records of incident reports 
• Participate in events to support Ridges’ mission 
• Assist with mail pick up and distribution as well as outgoing mailings 
• Work with volunteers to support membership, donor, and administrative needs 

 
Candidate Profile & Qualifications 

• Minimum of 2 years relevant work experience showing familiarity with tasks outlined above 
• Proficient in the following: 

o Quickbooks, accounting and recordkeeping practices, financial reporting, database 
management, MS Office products  

• Desired skills: 
o Attention to detail, confidentiality, strong written and verbal communication, strong 

interpersonal skills to work with many stakeholders 
 
How to Apply 
Please send cover letter and resume to Andy Gill, Executive Director at andy@ridgessanctuary.org by October 
26, 2022. 
 
The Ridges Sanctuary is an equal opportunity employer and considers applicants for all positions without regard 
to race, color, creed, gender, national origin, age, disability, marital or veteran status, sexual orientation, or any 
other legally-protected status. 

mailto:andy@ridgessanctuary.org

