POSITION DESCRIPTION

Position:

Administrative Assistant

Date:

December 2011
Grade:

13




Incumbent:
None
Accountable to:
Development and Human Resources Executives
Summary of Position:

To provide a full range of timely, confidential, administrative, executive support, and other related services, to the Director of Development, Development Team, and Personnel Director.  This includes support for cluster management responsibilities, organizing meetings, coordinating travel and accommodation arrangements, preparing high quality documents, reports, correspondence, submissions and related material, in order to support the activities and goals of both departments.

Nature and Scope:

The administrative assistant should have demonstrated communication skills (both oral and written), an understanding of financial applications, excellent organizational, typing, filing and record keeping skills, the ability and willingness to suggest creative approaches to existing situations, and excellent abilities to maintain the confidentiality of matters upon which he or she is working.  The position requires proficient use of word processing (MS Word), spreadsheet (Excel), Gmail, Google Docs, Expense Expert, presentation (PowerPoint) and other database management software (such as The Raisers’ Edge), copy machines, fax machines, document imaging systems, and similar equipment customarily used in a professional office setting. General responsibilities include donor database management, monitoring budgets, coordinating fundraising events, maintaining contact with related offices and personnel, scheduling meetings, coordinating activities with other development personnel, serving as contact point for inquiries regarding support for RCA initiatives, keeping personnel records updated, maintaining accurate listing of employees and general secretarial duties.
Essential Duties and Responsibilities include but are not limited to the following:
1. Provide calendar management, by prioritizing and organizing internal and external meetings and commitments, according to the priorities and values of the Executives for whom you work.

2. Be responsible for assisting the Executives, by providing primary administrative and executive support; including calendar management, organizing meetings, coordinating travel and accommodation arrangements, preparing high quality documents, reports, correspondence, submissions and related material, in order to support the activities and goals of both departments.

3. Assist with processing reports and correspondence in a manner that maintains the highest level of confidentiality.

4. Assist with the planning and coordination of events, meetings, and conferences, in consultation with other General Synod Council (GSC) Executive Assistants, as appropriate.

5. Provide a full range of executive support services; including filing and record management, faxing, mail, maintenance of registers and routine databases, photocopying, processing of expense reports, compilation of manuals and reports.

6. Specifically for the Director of Development and Development Team members:

a. Provide systems management for the development effort.

b. Maintain a comprehensive donor database for the organization, including revisions and updates to donor information, contributions, and contacts.

c. Serve as resource for gift records and gift receipting.

d. Generate donor and gift reports as requested.

e. Monitor budgets and budget requirements of development staff.

f. Coordinate meetings, events and donor gatherings as requested.

g. Serve as key resource for status of proposals for funding for all areas.

h. Respond to general development inquiries.

i. Generate correspondence for Director of Development, and for development team members when requested.

j. Carry out all other tasks and duties as requested by the Director of Development.
k. Run monthly clean-up queries in Raisers Edge.

l. Process monthly Expense Expert for 7 people.

m. Daily review of contribution batches.

n. Daily run and send receipts/acknowledgments to donors. 

7. Specifically for the Personnel Director: 

a. Assist in maintaining accurate and complete personnel files on all RCA General Synod Council employees and contractors in a timely fashion.

b. Provide staff with the appropriate forms for personnel requisitions, interviewing and hiring of new employees, plus changes in status of current employees, while assuring compliance with hiring practices.

c. Assure confidentiality of all employee files.

d. Handle correspondence as directed by the personnel director, including e-mails, telephone and print mail.

e. Editing documents and forms.

f. Carry out all other tasks and duties as requested 
Education And Experience:

· College degree and/or related job experience.

· Experience in project management and staff coordination as an administrative assistant in an office setting, is essential for this position.
