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Business Operations Coordinator

Peak Consulting Group is a small, fast-moving environmental and transportation consulting firm built on a
simple belief: that the best work happens when people are supported, trusted, and given room to grow. We're
looking for a Business Operations Coordinator who embodies that same spirit, someone who invests in the
people around them, brings curiosity and good judgment to every task, and takes genuine pride in doing things
right.

This is a high-trust, high-ownership role that touches nearly every part of the business, from daily office
operations and executive support to financial administration, business development, and compliance. You'll
work directly with firm leadership and be the connective tissue that keeps a team of driven professionals
organized, resourced, and focused on meaningful work.

This is not a role where you wait for direction. We're looking for someone who sees what needs to happen,
solves problems before they become issues, and brings people together rather than working around them.

EXECUTIVE & LEADERSHIP SUPPORT

Serve as the primary administrative support for firm leadership, including calendar and meeting management,
scheduling on behalf of principals, coordinating logistics for internal and external meetings, preparing agendas
and presentations, managing voicemail and shared inboxes, drafting correspondence, and handling day-to-day
requests that keep leadership focused on billable and strategic work.

OFFICE OPERATIONS & FACILITIES
Own the day-to-day function of the office, including ordering and organizing supplies, maintaining office

equipment (printer, coffee machine, refrigerator), managing vendor relationships (IT support, building
management, equipment vendors), greeting visitors and answering the door, distributing mail and checks, and
ensuring the office environment is professional and well-functioning. Coordinate with our IT partner on new
computer setups and troubleshooting, and manage software subscriptions and rotating licenses.

FINANCIAL ADMINISTRATION
Support accounts payable and receivable processes, including downloading and filing invoices, coding expense

reports, tracking receipts for leadership, processing reimbursements, and maintaining organized financial
records. Monitor recurring vendor invoices for consistency and flag discrepancies. Support check scanning and
deposits, assist with year-end tax organization, and get financial information to internal and external
stakeholders as needed.
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COMPLIANCE & CERTIFICATIONS

Manage the firm's annual compliance calendar, including business filings (Secretary of State, Jeffco/Lakewood
tax), professional certifications and prequalifications (CDOT, DBE certs, SAM registration), insurance
applications and audits, labor law poster compliance, and professional organization memberships and
renewals.

BUSINESS DEVELOPMENT SUPPORT
Monitor procurement platforms (BidNet, OpenGov, Bonfire, agency opportunity sites) for relevant

opportunities, support RFl and proposal preparation with company information and standard content,
maintain and update BD libraries (project descriptions, staff bios, approaches, scope and schedule templates),
manage pursuit setups in project management software, and help organize proposal folders and marketing
materials. Conduct regular reviews of industry publications for relevant news and opportunities.

CONTRACT & PROJECT ADMINISTRATION
Maintain the contracts tracking spreadsheet, coordinate routing and execution of documents through e-

signature platforms, support project setups and conversions in Ajera, prepare project templates, assist with
labor transfers and documentation, draft progress reports, support invoicing, and help maintain organized
project and contract filing systems, both electronic and hard copy.

ONBOARDING & PEOPLE OPERATIONS
Coordinate onboarding logistics for new team members, including workspace and technology setup,

orientation scheduling, LinkedIln announcements, welcome materials, and standard onboarding
documentation. Support offboarding processes as needed. Assist with team building and staff appreciation
efforts.

e Demonstrated experience in office administration, operations coordination, or executive support,
ideally in a professional services, engineering, or consulting environment.

e Beyond the resume, we're looking for someone who aligns with how we work. You invest in the people
around you, sharing what you know, picking up slack without being asked, and making the office a
better place to be. You lead with curiosity, ask good questions, and aren't afraid to flag a problem or
propose a better way. You deliver, things are organized, followed through on, and done right. And when
something is complicated or unclear, your instinct is to pull people together and solve it, not work
around it.

e Proficiency with Microsoft Office and Adobe Acrobat Pro is required. Familiarity with project
management or accounting software (such as Ajera), e-signature platforms, and government
procurement portals is a plus. Experience supporting compliance filings or insurance processes is a
bonus but not required.
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Peak provides a comprehensive benefits package that includes medical, dental, vision, short and long-
term disability, life insurance, paid time off, paid holidays, 401(k) retirement savings plan with employer
match, employee bonus program, and employee referral bonuses. The expected compensation range
for this position is $70,000-$90,000 annually depending upon skills, experience, and education.

Peak is an Equal Opportunity Employer and encourages all qualified applicants to apply. All qualified applicants will
receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity,
national origin, disability, or veteran status.

About Peak Consulting Group

Peak Consulting Group is committed to making a positive difference in our communities through contributions
to significant infrastructure projects. We are proudly woman-owned, established in 2017 to provide federal,
state, and local agencies with high-quality, superior strategic approaches to their transportation planning and
National Environmental Policy Act (NEPA) processes. As we have grown, Peak has expanded our services to
build on our core NEPA capabilities to include pre-NEPA planning, design and permitting, and environmental
compliance and commitment tracking during construction. Peak consults on some of Colorado’s largest and
most complex transportation projects, helping our clients deliver balanced highway, transit, and passenger rail
solutions that keep our communities moving safely and sustainably.

OUR VALUES
We invest in each other,  We bring fresh We deliver high-quality We listen first, stay
sharing knowledge, thinking, make clear work that is thoughtful, solutions-focused, and
encouragement, and decisions, and learn reliable, and right-sized to build trust with
space to grow. fast—even when it's what the client truly needs.  partners and

hard. communities.
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