
 
 
 
 
OPERATIONS COORDINATOR 
 
BACKGROUND 
Governors Island is a 172-acre Island in the heart of New York Harbor nestled between Lower Manhattan 
and the Brooklyn waterfront. Eight minutes from the energy and excitement of the City, the Island today is a 
popular seasonal destination. A resilient new park is complemented by dozens of unique historic buildings, 
environmental educational facilities, a rich arts and culture program and a 22-acre National Monument 
managed by the National Park Service. Unlike anywhere else in New York, Governors Island offers 
peaceful settings with sweeping views of the Harbor, Lower Manhattan skyline and Statue of Liberty. 
Looking ahead, the Island will be activated year-round as a sustainable center for learning and 
entrepreneurship, with plans for expanded commercial and non-profit uses in its future. In 2017, Governors 
Island is open to the public seven days a week from May 1-October 31. The operation of the Island 
continues year-round, with a public high school, artist studio program and new commercial tenancies. 
 
THE POSITION 
The Trust for Governors Island (The Trust), seeks a capable, energetic and effective Operations Coordinator 
to administer important functions that support Island operations and public access activities. The 
Coordinator will play a key role in supporting the physical and logistical administration necessary for the 
daily operation of the Island. The Coordinator will report to The Trust’s Director of Operations and will 
work closely with the Events team and other departments as needed to ensure seamless logistical planning 
and excellent operations, manage special projects, provide daily clerical and management support and 
implement department-wide initiatives. The Island hosts a robust schedule of special events and activities 
during its public season and has a wide range of visitors and tenants. This position requires superior 
organizational, interpersonal and communication skills, and the ability to work effectively as part of a team 
in a fast-paced environment.  
 
RESPONSIBILITIES 

• Provide day-to-day administrative support to the Operations team including the Island 
Operations, Park and Public Space Operations and Facilities. 

• Track all planned and scheduled activities on the Island, liaising with the programming team 
to create and manage an organization-wide master calendar. 

• Oversee daily coordination of grill and sports field reservations. 
• Manage the programming and operations calendars, producing weekly updates and 

coordinating appropriate staff levels through security, ferry, cleaning and EMS teams. 
• Act as the main point of contact for vehicle scheduling and ferry logistics for all Island 

activities. 
• Identify, plan and coordinate the execution of special administrative projects from inception to 

completion, assisting in determination of need, budget preparation, project scoping, scheduling and 
tracking and management of costs. 

• Provide clerical and administrative support to the Operations team by preparing agendas, 
schedules and meeting minutes and following through on relevant issues while keeping 
management informed of progress and next steps. 

• Collaborate to develop and improve standard operating procedures. 
• Oversee the distribution of operations supplies, including but not limited to: keys, golf cart 

assignment, radio equipment and uniforms. 
• Work in collaboration with the LiRo, The Trust’s facilities and construction management 

contractor, to procure and distribute operations supplies. 



• Work with the communications team to develop and distribute appropriate signage. 
• Manage contract relations as needed for specific programs and events (portable toilets, food 

trucks, etc.). 
• Coordinate data collection efforts related to attendance on Island and at events. 

 
REQUIREMENTS 

• Two years of experience in an operations environment, preferably on a campus or in a high-profile 
public or commercial space with customer service experience. 

• Associate’s degree required; 4-year college degree preferred. 
• Excellent communication and project management skills, ability to comprehend and coordinate 

logistics across a range of subject matter, identifying issues and mitigating problems before they 
occur. 

• High level of internal accountability, self-organization, autonomy and discipline. 
• Ability to manage multiple priorities simultaneously and take initiative. 
• Strong interpersonal, communication (oral and written), organizational and problem-solving skills. 
• Ability to work with people at all levels with an openly engaging, upbeat and diplomatic 

personality. 
• Ability to maintain composure, be flexible, demonstrate discretion and make sound professional 

judgments. 
• Aptitude for encouraging a team environment. 
• Ability to perform limited physical labor (lifting, bending, squatting, etc.). 
• Ability to work on holidays, and weekends, as needed. 
• Proficiency in all Microsoft Office programs. 
• Valid driver’s license. 

 
To Apply 
Please send a cover letter and resume as a pdf to jobs@govisland.org with “Operations Coordinator” in 
the subject line. No phone calls please. 
 

The Trust for Governors Island does not discriminate in employment on the basis of race, color, religion, 
sex (including pregnancy and gender identity), national origin, political affiliation, sexual orientation, 
marital status, disability, genetic information, age, membership in an employee organization, parental 
status, military service, or other non-merit factor. 
 
About The Trust for Governors Island 
The Trust for Governors Island (The Trust) is a nonprofit corporation created by the City of New York.  
It is responsible for the redevelopment and operation of 150 acres of Governors Island. The Trust's 
mission is to transform Governors Island into a vibrant resource for New York City, making this island at 
the center of New York Harbor a destination with extraordinary public open space, as well as 
educational, not-for-profit and commercial facilities. 
 


