
 
 
 

Job Description: Operations Manager 
 

Location: Jerusalem, Israel. We are open to a hybrid working model with a minimum of 
3 days a week in the office. 

Reports to: WUJS President 

Hours: Full-time, with some evening and weekend work required to effectively fulfil the 
role. WUJS operates a Time Off in Lieu (TOIL) policy 

Contract Type: Three-year fixed-term contract, in line with the WUJS constitution. 
Renewal is an option at the end of the term, subject to mutual agreement 

Salary: ₪12,000/month (approx. ₪144,000/year gross) 

How to Apply: Send your CV and short cover letter to apply@wujs.org.il 

For any questions or a conversation about the role, feel free to reach out to Josh 
Cohen (WUJS President) at joshc@wujs.org.il 

Application Deadline: Monday 25th August 2025 

Shortlisted Candidate Interviews: 
(online) 

Week beginning 31st August 

Expected Role Start: October 2025 
 

ABOUT WUJS 

The World Union of Jewish Students (WUJS) is the democratically elected umbrella 
organisation representing over 40 national Jewish student unions around the world. 
These unions, each led by students and young professionals, form the backbone of 
Jewish student life in their respective countries. WUJS exists to connect, represent, and 
empower them. 

We work primarily with the leadership of these unions, supporting them through targeted 
leadership development, day-to-day strategic support, and opportunities to share best 
practice and collaborate across borders. We also offer legal support to our unions when 
needed, helping them navigate challenges and protect the interests of their students. 
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At the heart of all we do is a belief in peer leadership: students and young adults 
shaping their own communities, with WUJS as a trusted partner behind the scenes. 

Founded in 1924 by Hersch Lauterpacht and first chaired by Albert Einstein, WUJS has 
a long and proud history of student leadership. Today, as an Israel-based organisation 
supporting student communities across the globe, WUJS plays a unique and meaningful 
role in shaping the future of the Israel–Diaspora relationship, particularly among young 
Jews. 

WUJS is currently in a phase of strategic growth. In response to rising challenges on 
campus and the evolving needs of Jewish students around the world, we’re focused on 
strengthening our infrastructure, expanding our global partnerships and deepening the 
support we offer to our member unions. This includes investing in professional staff, 
increasing our fundraising capacity and building new opportunities for student leaders to 
develop their skills and collaborate across borders. 

 

ROLE OVERVIEW 

This role is responsible for supporting the work of the WUJS President and the smooth 
and professional day-to-day operations of WUJS on a day-to-day level. From managing 
budgets and logistics to coordinating fundraising systems and helping deliver events, 
the Operations Manager provides the structure and continuity that empowers our 
student leaders to lead. 

Reporting to the President and working closely with the elected lay leaders on the 
WUJS Board, the Operations Manager turns strategic decisions into practical outcomes. 
While the role does not set WUJS’s political direction, it plays a vital role in ensuring that 
plans are implemented effectively and sustainably. 

The Operations Manager is a reliable presence and a key partner to the President. They 
offer operational leadership, guidance, and logistical support while ensuring that student 
leaders retain ownership of the organisation and its direction. This is a hands-on, 
practical position, suited to someone who is organised, proactive, and comfortable 
working independently, while also understanding how to support and empower others. 

As the organisation grows, this role will grow with it. We’re looking for someone who is 
ambitious about their own development and excited to grow alongside WUJS. There is 
clear potential for increased line management responsibility and salary progression, in 
line with the organisation’s expanding capacity. 

 

 



 

KEY RESPONSIBILITIES 

1. Organisational Management 

Take responsibility for the day-to-day running of WUJS as a functioning, legally 
compliant organisation. 

●​ Manage Israeli administrative obligations, including payroll, insurance, contracts, 
and all amuta requirements, in coordination with our accountant and legal 
advisors 

●​ Track income and expenditure, issue and pay invoices, and support budget 
planning, working alongside the treasurer 

●​ Manage core organisational systems, including shared drives, employee and 
volunteer accounts, email and access permissions and the CRM system 

●​ Coordinate office infrastructure and relationships with suppliers and service 
providers 

●​ Hire new staff and interns when needed, such as a bat sherut or summer intern 
●​ Line manage staff, with responsibility likely to grow as the organisation expands 

 

2. Programme and Project Delivery 

Support the Board and President’s delivery of Board-led events and projects, taking 
responsibility for logistics and coordination. 

●​ Coordinate travel, accommodation, registration, and scheduling for events such 
as Congress, seminars, Shabbatonim and delegations, primarily working with 
established providers and suppliers 

●​ Handle relationships with suppliers and providers, including contract negotiation, 
timelines, and payments 

●​ Work with the President and relevant Board members to ensure programmes run 
on time and within budget 

●​ Support the implementation of projects and campaigns led by the President and 
Board, ensuring the logistics are handled while content and messaging remain 
student-led 

●​ Create and maintain basic systems to help events run smoothly (e.g. registration 
forms, info packs, feedback collection) 

 

3. Fundraising and Partnerships 

 



 

Take responsibility for the fundraising efforts of WUJS by managing systems, logistics, 
and relationships across both organisational and individual donors. 

●​ Coordinate timelines, documentation and communication around grants and 
funding proposals 

●​ Manage grant applications and funding proposals, recruiting and overseeing 
freelance fundraisers and grant writers where appropriate 

●​ Maintain regular contact with funders and partners to ensure relationships and 
reporting obligations are met 

●​ Track fundraising income and donor information using internal systems 
●​ Work with the President to manage fundraising logistics, deadlines, and follow-up 

across the organisation’s partnerships 

 

4. Continuity and Leadership Support 

Help preserve institutional memory, support student leadership transitions and provide 
organisational structure. 

●​ Maintain systems and documentation to ensure continuity across changing 
student leadership 

●​ Support the onboarding of each new President, helping them get up to speed on 
WUJS operations, systems, and institutional context 

●​ Act as a reliable point of support for the President as their primary operational 
partner in delivering the organisation’s work 

●​ Provide mentorship and practical guidance to student leaders from time to time 

 
 

PERSON SPECIFICATION 

 Desirable Essential 

Fluency in English and Hebrew  ✓ 

Experience with or familiarity with organisational systems of 
accountability, compliance, or financial oversight 

✓  

Experience supporting logistics for events, delegations, or 
multi-stakeholder programmes 

 ✓ 

Experience supporting or delivering fundraising activities  ✓ 

Experience line managing junior staff, interns, volunteers, or 
freelancers 

✓  

 



 

Comfort with digital systems and ability to learn and adapt to new 
tools quickly (e.g. CRMs, payroll platforms) 

 ✓ 

Experience working in an international setting ✓  

Familiarity with Israeli institutions, systems, and administration (e.g. 
amutot, payroll, insurance) 

 ✓ 

Familiarity with student union culture, youth movements, or other 
student/youth-led organisations (particularly in the Jewish 
community) 

✓  

Personal experience as a leader in a Jewish student union or 
movement 

✓  

An understanding of and interest in the Israel–Diaspora relationship 
especially among students and young adults 

 ✓ 

A thoughtful approach to leadership that recognises the importance of 
ownership and autonomy in student-led work. 

 ✓ 

Strong organisational and time-management skills, including budget 
tracking and logistical coordination 

 ✓ 

Calm and resilient under pressure, with the ability to work 
independently and manage multiple projects and competing demands  ✓ 

Experience in a startup or small-team environment ✓  

 

 

 


