DEVELOPMENT AND ADMINSTRATIVE ASSISTANT

Full time/Non-exempt- 40 hours per week

Position Summary

The Development and Administrative Assistant will work with the Executive Director and staff to assist with fundraising, donor outreach, and day to day operations of the Greenbelt Land Trust.  This position will also assist with board development activities and serve as staff to board and committee members.  A general breakdown of time in each area is shown below.

40% Assist with fundraising and development activities

· Query database to produce reports for fundraising activities

· Assist office manager with donor acknowledgements

· Assist executive director with mail outs of fundraising letters, special appeals and capital campaigns

· Work with outreach coordinator to set up donor and member events

25% Assist with board and committee workload

· Take minutes at board meetings, distribute to board and staff, maintain meeting notebooks

· Assist with committee meetings

· Prepare and distribute mailings to board, committees, work groups and volunteers

· E-mail reminders to board and committees at direction of executive director and outreach coordinator

· Assist with development and maintenance of board handbook

· Assist with development and maintenance of policy handbook

20% Assist with general office operations

· Assume primary responsibility for answering telephone

· Open and distribute the mail on a daily basis

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing and filing

· Maintain office inventory of necessary supplies and do general office upkeep

15% Provide administrative coordination for executive director

· Assist with special projects

· Provide clerical assistance to ED on communication with board, members, stakeholders, partners

· Work with ED to insure smooth operation of office functions

Qualifications


· A.A. or B.A. degree and 2-3 years’ related work experience or equivalent combination. 

· Donor contact experience preferred.

· Demonstrated experience using effective interpersonal skills, listening, diplomacy and tact to build strong relationships with donors, volunteers, and all levels of staff.

· Well-developed written and oral communication and organizational skills. 

· Successful experience in managing and tracking multiple prospects and donors.

· Demonstrated experience in MS Office, Word and Excel.  

· Requires database management skills and ability to produce reports

· Ability to use advanced computer functions including navigating the Internet and posting updates to GLT website.

·  Ability to experiment to find creative solutions.

·  Ability to be self motivated and act independently.

·  Ability to maintain confidentiality. 

· Must have own reliable vehicle for transportation.

· Attention to detail but ability to see the big picture.

· Must be able to lift and carry 25 lbs.
 
To Apply:  Greenbelt Land Trust offers a competitive salary and benefits package commensurate with experience.  Please submit a cover letter and resume, by January 31, 2008 to Greenbelt Land Trust, P.O. Box 1721, Corvallis, OR  97339 or via e-mail to karlene@greenbeltlandtrust.org
The Greenbelt Land Trust is an Equal Opportunity Employer.
