JOB DESCRIPTION

Administrative Asst./ Accounting/ Family Support

CHRISTODORA. INC.

Christodora is a non-sectarian not-for-profit organization, founded in 1897, that creates opportunities for NYC students to have hands-on experience in nature, learn about the environment, and develop as students, leaders and members of the community. We operate a wilderness camp in the Berkshires in Massachusetts and a weekend urban ecology program based at the New York Botanical Garden, and teach an environmental science curriculum in NYC public schools.

Job Posting:

Administrative assistant sought, with outstanding organizational and interpersonal skills, to assist Executive Director and small staff of a nonprofit that is based in NYC and operates a camp in Massachusetts. Excellent opportunity for someone with diverse skills to put them all to good use for rewarding work with NYC students and families. Bilingual English/Spanish strongly preferred.

Including:

Administrative: 

· General office management including coordination of office machines and computers, phone and internet service, mail tracking, supply ordering

· Answer telephone and handle inquiries from varied constituencies: students, parents, donors, alumni, vendors, program partners, teachers

· Create, maintain and update files and records (electronic contact database as well as hard copies)—for personnel (including time and attendance records, new hires, terminations), vendors, donors and students—and access files information in a timely manner

· Coordinate correspondence to board of directors

· Track and communicate operating policies

· Special management duties as required by staff

Bookkeeping/Finance:

· Vendor payments and tracking of accounts payable, accounts receivable, cash management, expense reports, bank reconciliations

· Coordination of and adherence to financial control policies and procedures

· Assist with budgeting and financial reporting

· Maintain master reporting and renewals calendar

· Work with external auditors as needed

Program support:

· Serve as liaison between families and Christodora, including providing information and assisting with interviewing prospective families (working closely with Camp Director and City Program Coordinator)

· Process student registrations including collecting all required documentation

· Coordinate collection and preparation of management reports, decks, visual presentations, including  statistical records of performance data; assist with annual report

· Schedule events, meetings, student trips; help coordinate events

Requirements:

· Three years plus of administrative assistant experience

· Excellent communication skills, desire and ability to interact with individuals in a fast-paced multicultural environment

· Proficient computer skills—Word, Excel, Outlook, PowerPoint, Publisher

· QuickBooks general ledger experience

· Experience with payroll (ADP) and timesheets preferred

· Proficient in Spanish for telephone communications

· Independent judgment to plan, prioritize and organize diverse workload, and to handle multiple tasks simultaneously

· Excellent organizational skills with good follow-up and attention to detail; resourcefulness to research and problem-solve

· Professionalism to handle confidential information

· May require schedule flexibility depending on seasonal program demands

