
 
 
 
 
 
 

   

 

Job Title: Administrative Assistant Position Type: Hourly 

Department/Group: Reports to Executive Director Education 
Required: 

Associate degree or equivalent 
from two-year college or technical 
school; 3-5 years office 
experience; or equivalent 
combination of education, 
training, and experience 

Location: 400 Ann St. NW, Suite 210 

Grand Rapids, MI 49504 

Travel 
Required: 

Intermittent local travel 

Level/Salary Range:  $11.75hr-$13.00hr; Part 
Time, Non-Exempt.   

Skills Required: Microsoft Office Suite, Database 
Management, Project Support, 
Email, Internet,  

Date posted: 5.24.2017   

Posting Expires: 6.10.2017   

E-mail:  Kate.Meyer@KCPF.org         Subject Line: Administrative Assistant Position 

 

 To apply, please submit cover letter, along with your résumé and a list of three professional references and 
their contact information via email. 

 

General Summary 

The Administrative Assistant is responsible for assisting in the day-to-day operations of all organization 
activities. This position works in close collaboration with the Executive Director and committee volunteers.  
Duties include general clerical, meeting scheduling/planning, data entry, and project-based work. This 
position also supports the planning, coordination, and evaluation of all fundraising events. Previous 
experience in not-for-profit setting is desirable. This is an office-based part-time professional, averaging 20 
hours per week. 

Essential Functions include (but are not limited to): 

 Draft letters, meeting agendas, reports, and memos from rough notes or general instruction; compose 
original correspondence as appropriate. 

 Attend meetings to record minutes and notes as requested. 

 Manage the database operations including: data entry, gift recording and acknowledgments, gift 
reporting, and regular data hygiene. 

 Perform basic journal entries in Quickbooks and tracks project income and expenses  

 Prepare and execute mailings 

 Assist with fundraising event logistics including committee meeting agendas, venue interaction, RSVP 
collection and tracking, seating assignments, event follow-up, and website updates. 

 Manages calendars 

 Manages administrative functions of annual campaign  

 

 

 
 



 
 
 
 
 
 

   

 

Qualifications:   

 Professional presentation, with excellent verbal, written, and interpersonal communication skills,  and 
an energetic and engaging personality  

 Excellent organizational skills, with accuracy and attention to detail. 

 Working knowledge of MS Office Suite, Social Media, and database management 

 Basic knowledge of budgets and bookkeeping skills. 

 Excellent organizational skills with ability to initiate, prioritize, follow through on projects, and work 
independently. 

 Ability to be flexible in working additional hours if requested, in addition to the normal work week 
schedule. 

 Demonstrated ability to handle donor interest and personal information with tact and sensitivity, in a 
confidential manner 

 Ability to multi-task while handling work expectations including telephone, basic office machines, 
reading, writing, typing, computer/data entry, and some travel 

 The ability to work well independently on several projects concurrently.  

 

The above statements are intended to describe the general nature and level of work being performed by the 
people assigned to this classification.  They are not intended to be construed as an exhaustive list of all 
responsibilities, duties and skills required of personnel so classified, and may change at the discretion of the 
incumbent’s manager/supervisor. 

 


