
 

 

Position Description: Administrative Manager 
August 13, 2018 

Reports to:  Executive Director 

Hours:  Full time preferred. Some evening and weekend time required for events or board 

meetings. Less than full time could be considered.  

Compensation:  Salary approximately $32k, depending on experience. Health insurance and 

paid vacation for full time status.  

Job Summary: Responsible for day to day office administration of a small, vibrant, nonprofit 

conservation organization including donor database management, office operations and general 

support of Board, Executive Director, program staff and volunteers.  

Requirements:  Enthusiastic, engaging demeanor. Attention to detail, accuracy. Critical 

thinking skills, task and workload analysis and orchestration for timely and quality completion.  

Situational awareness of the needs and demands of program staff, ability to anticipate needs, 

and coordinate tasks to provide timely support. Anticipate and prepare in advance for regular, 

recurring deadlines and tasks.   

This is both an outward and inward facing position. It is in many cases the first point of contact 

that donors, professionals, partners and the public will have with the organization so all 

interactions must be gracious and engaging with an eye toward always building support for the 

organization, its mission and its staff and volunteer personnel.  Equally, it is foundational to the 

smooth and effective functioning of the organization and its ability to keep program staff 

targeted on producing core mission related results. Accuracy and efficiency in managing tasks 

and producing needed results are key to providing the underlying support necessary for the 

organization to perform effectively and produce its public trust mission derived outcomes.  

Basic, functional knowledge of the mission and methods of the organization is required.  Where 

gaps exist there must be a willingness and demonstrated effort to fill those gaps. 

Duties: 

 Support and maintenance of donor database to include tracking and acknowledgement, 
ensuring accurate correlation of bookkeeping and donor records; maintain accurate lists 
of donors and prospects; assist Development staff by providing key event, prospect and 
donor information. 



 

 

 Coordinate logistical aspects of mailing appeals, accurately enter new contacts into 
database, create and mail acknowledgement letters and notify staff of receipt.  

 Accurate and timely tracking and data entry of accounts receivable and payable, create 
and track invoices and generate Quickbooks reports as requested; provide support and 
coordination with outside financial sources including treasurer, contract bookkeeping and 
accounting vendors, foundations and other funding sources.  

 Coordinate office operations and perform general office duties including postage, filing, 
inventory & supply management, ensure office and supply room are neat, organized and 
maintained and function in an orderly and efficient manner while ensuring a welcoming 
atmosphere to visitors. 

 Keep electronic and paper files organized and accessible to program staff. 

 Oversee public outreach activities including: 
o Maintain office display materials 
o Event coordination 
o Maintain public calendar 
o Bulk mail coordination of newsletters, appeals, etc. 
o Disseminate press releases and other materials appropriately 
o Maintain and respond or direct as appropriate to public phone, voicemail, written 

and email communications 

 Provide administrative support of Executive Director by contacting/scheduling meetings, 
calls and engagements; assisting with travel arrangements, fielding calls and 
communications, assisting with file management and other tasks as requested.  

 Support Board of Directors and committees by maintaining meeting records, minutes, 
communications and meeting schedules; maintain accurate and updated internal and 
external board rosters. 

 Provide support of program and event communications and outreach by assisting with 
electronic communications, newsletter, donor solicitation and event promo printing, 
mailing and distribution. 

 Maintain insurance policies, licensing and other operational requirements of 
organization. 

 Coordinate and/or maintain supplies and staffing for meetings, events and activities 
including coordinating locations and food/beverage needs; and soliciting, vetting and 
tracking volunteers as needed. 



 

 

 Read, analyze incoming mail, memos, submissions, and reports to determine their 
significance and distribution; monitor events of peer organizations or industry changes 
and note to group calendar or management staff when appropriate. 

 Responsible for communications and activities of support vendors such as software and 
IT while ensuring minimal disruption to staff and office activities. 

 Support human resource functions including bi-monthly payroll, employee benefits or 
heath care concerns/requirements as directed. 

 Investigate and provide recommendations to management concerning office equipment 
and systems efficiency. 

 Conduct routine analysis of personnel policies and recommend updates and/or 
adjustment for compliance with current law or newly implemented law changes. 

 Assist with grant budgeting, management, tracking and reporting as requested. 

 Assist with volunteer solicitation, tracking and coordination for general or program 
specific activities or events as requested.   

 Administrative support of other program functions as needed and directed by 
management staff.  

Minimum Qualifications:   

At least two years’ experience and demonstrated mastery of the following: 

 Donor/sales database, such as SalesForce 

 Quickbooks 

 Microsoft Office Suite 

 Professional electronic communications including email and other electronic media   

 Support of office operations, preferably in the nonprofit realm  

Other Requirements: 

 Associate’s degree in related field (relevant experience may be substituted) 

 Ability to manage multiple projects and priorities with enthusiasm and flexibility 

 Excellent written and oral communication skills 

 Ability to apply critical thinking skills to solve problems and support office functions in 
a small team environment 

 Familiarity with nonprofit or fund balance accounting principles  



 

 

 Ability to maintain positive relationships with board members, partners, vendors, 
staff, volunteers and the general public and serve as the administrative face of the 
organization 

 Enthusiasm for the work and mission of Six Rivers and natural resource conservation 

 

Send letter of interest and resume to Danielle Devlin at ddevlin@sixriversrlc.org with the words 

“Administrative Manager” in the subject line.   

Six Rivers is an equal opportunity employer.  Position open until filled. 
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