Neighborhood Resource Center

Job Title


Administrative Assistant (25 hours per week)

Reports To


NRC Co-Executive Directors

Principal Duties and Responsibilities

· Manage donor and participant databases; collect program data and pull reports  

· Conduct basic research: grants, programs, evaluation tools, etc.

· Assist with all special events: logistics, volunteer coordination, press contacts, etc.

· Produce outreach materials: flyers, newsletter formats, etc.

· Coordinate mass mailings

· Manage front office: phones, door, copying, faxing, etc.

· Assist the general public with questions, memberships and concerns  
· Other duties as assigned

Basic Qualifications
· Three years prior administrative experience in nonprofit setting
· Proficient in use of Excel, Access, Word, Publisher, Internet, and donor database software. Graphic design abilities a plus

· Excellent written and verbal communication skills 

· Excellent rapport with the public

· Commitment to the ideals and mission of the Neighborhood Resource Center
· A sense of humor
Salary is commensurate with experience.  

Send cover letter and resume to info@nrccafe.org
The NRC is an equal opportunity employer and pays a living wage.
