Job Description

Administrative Assistant 

Position Summary
To provide administrative and secretarial support to the Executive Director & Volunteer Coordinator
Position Type:  Staff   Reports To:   Executive Director   Hours:  24 hrs.
Duties and Responsibilities
· Provide administrative support to Executive Director and Volunteer Coordinator

· Provide administrative support to Executive Board as needed

· Process Grant Reimbursement Request

· Track Grant Spending

· Maintain Grant Files & Log
· Compose correspondence as directed by Executive Director

· Ad Hoc Reports

· Prepare ‘Dashboard’ and paperwork as needed for Board Meetings

· Maintain Disaster Recovery Files

· Process monthly VA Invoice

· Manage office files
· Web Access backup

· Maintain software library & Tech Support Manual

· Create & maintain SOP manual
· Create & edit forms as needed

· New equipment research

· Special Events Coordinator

· HR support

· Screen telephone and mail for Executive Director
· Back up Office Coordinator
· Other duties as assigned 

· Volunteer attendance at FIAMC sponsored events as needed

Job Requirements
· Above average computer skills
· Proficient in the use MS Office Suite

· Good working knowledge of QuickBooks
· Excellent oral and written communication skills

· Interpersonal skills
· Confidentiality a must

· Prior work in a not-for-profit a plus

· Strong leadership, organizational and problem solving skills

· Excellent communication skills, both written & verbal

· Must be able to prioritize and work independently

· Create a positive work & volunteer environment

· Must be able to work with all levels within an organization

The above job description is meant to describe the general nature and level of work being performed; it is not intended to be construed as an exhaustive list of all responsibilities, duties and skills required for the position.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform other job-related duties requested by their supervisor.
Requirements are representative of minimum levels of knowledge, skills and/or abilities.  To perform this job successfully, the employee must possess the abilities or aptitudes to perform each duty proficiently.  Continued employment remains on an “at-will” basis. 
	Employee Name


	
	Employee Signature
	
	Date

	Manager Name
	
	Manager Signature
	
	Date


Job Description

Bookkeeper 

Position Summary
To maintain the financial books of Faith in Action.  

Position Type:  Staff     Reports To:   Executive Director     Hours:  5 hrs.

Duties and Responsibilities
· Sign check over $300 (as needed)

· Accounts Payable/Receivable

· Process payroll twice monthly (15th & end of month)

· Process payroll withholding payment (EFTPS)

· Process 403(b) payment to American Funds (on-line)

· Reconcile bank statements

· Fuel reimbursement

· Process In-Kind donations, QuickBooks

· Maintain chart of accounts

· Prepare financial reports

· Prepare payroll reports (quarterly)

· Assist Executive Director with financial info needed for grant applications, Annual Report, etc.

· Prepare W-2 and 1099s

· Year end Auditor prep

· Assist Finance Committee with budgets

· Process on-line donations

· Liaison with accountant as necessary

· Volunteer attendance at FIAMC sponsored events as needed

Job Requirements
· Proficient in QuickBooks

· Computer literate

· Excellent organizational skills

· Good communication skills

· Account Payable/Receivable experience

· Confidentiality a must

· Be a willing volunteer to FIAMC in promoting their mission

The above job description is meant to describe the general nature and level of work being performed; it is not intended to be construed as an exhaustive list of all responsibilities, duties and skills required for the position.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform other job-related duties requested by their supervisor.

Requirements are representative of minimum levels of knowledge, skills and/or abilities.  To perform this job successfully, the employee must possess the abilities or aptitudes to perform each duty proficiently.  Continued employment remains on an “at-will” basis. 
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	Employee Signature
	
	Date

	Manager Name
	
	Manager Signature
	
	Date


Job Description

Development Director
Position Summary
The Development Director will be responsible for helping the Director and other staff to maintain and expand FIAMC’s funding from private foundations, as well as to develop new sources of income from individuals, events, and governmental grants, among others.  

Position Type:  Staff     Reports To:   Executive Director     Hours:  

Duties and Responsibilities
· Engaging in research to identify new individual, foundation, and government prospects

· Maintain and expand FIAMC’s funding database

· Evaluate marketing options for FIAMC

· Develop, coordinate and implement the annual fundraising plan

· Write, fundraising letters and appeals; maintain regular correspondence with foundations, donors, and board members; oversee mailings

· Help to plan events

· Consult with program staff and the Executive Director in preparing drafts of grant proposals and reports

Job Requirements
· At least 5 years of nonprofit fundraising/development experience, preferable with significant foundation and high donor fundraising experience

· Familiarity with human rights, environmental, international, and/or development issues

· Familiarity with legal and campaign strategies

· Excellent interpersonal and intercultural communications skills; excellent oral communication skills with ability to participate in public speaking events

· Excellent written communication, research, and organizational skills

· Ability to develop and manage budgets and prepare financial reports

· Must be computer literate - experience with fundraising databases preferred

·  Interest and enthusiasm in fundraising and working with people

· Self-motivated, works well under pressure able to handle several projects at one time 

· Able to use good judgment and, ideally, a sense of humor

The above job description is meant to describe the general nature and level of work being performed; it is not intended to be construed as an exhaustive list of all responsibilities, duties and skills required for the position.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform other job-related duties requested by their supervisor.

Requirements are representative of minimum levels of knowledge, skills and/or abilities.  To perform this job successfully, the employee must possess the abilities or aptitudes to perform each duty proficiently.  Continued employment remains on an “at-will” basis. 

	Employee Name


	
	Employee Signature
	
	Date

	Manager Name
	
	Manager Signature
	
	Date


Job Description

Office Coordinator 

Position Summary
This position is responsible to the Executive Director for the direction, coordination and overall supervision of office procedures and for coordinating work time & assignments of the office volunteers.  The Office Coordinator will implement the objectives set by the Executive Director to ensure the organization’s overall effectiveness. 

Position Type:  Staff     Reports To:   Executive Director     Hours:  37.5 hrs.

Duties and Responsibilities
· Oversees office policies and procedures

· Database management and recordkeeping

· Interaction with board members, volunteers, and staff 

· Process donations in QuickBooks (twice a week)

· File and manage the office files as needed

· Manage and order supplies within the budget guidelines, keeping the Executive Director apprised of need

· Incoming/Outgoing mail

· Provide guidance to volunteers in resolving care receiver problems or concerns, keeping Executive Director and Volunteer Coordinator apprised.

· Train (or arrange training) of office volunteers 

· Coverage of call center phones if no sub available

· Delegate responsibility to appropriate office volunteers to ensure that day-to-day functions and assigned projects are carried out in a timely and efficient manner

· Manage the input & reporting of volunteer hours/mileage (Web, mail, email, & phone), as well as fuel reimbursement report.

· Coordinate volunteer on-time hours winner

· Manage & input volunteers proof of insurance

· Knowledge of volunteer staff & care receiver requirements

· Maintain cleanliness of office & restroom

· Send out greeting cards for birthdays, get well, etc and enter into DB

· Create monthly birthday list for Flower Power Program

· Process new volunteer and care receiver (Intake) paperwork

· Maintain & oversee DME (durable medical equipment) Crystal Lake closet.

· Check obituaries daily (Care receivers & volunteers)

· Oversee transport schedulers & transport reports

· Attend weekly staff meetings

· Diaper Bank oversight, ordering & processing

· First level IT support

· Newsletter labels, sorting & mailings

· Thank you letters

· Other duties as assigned by Executive Director

Job Requirements
· Above average knowledge of MS Office Suite. Knowledge of QuickBooks a plus

· Excellent communication skills, both written & verbal

· Interpersonal skills

· Must possess good leadership, organizational and problem solving skills

· Must display a high degree of emotional maturity while keeping difficult situations in proper prospective

· Must excel in personal interactions with the volunteers at all levels of the organization while remaining flexible

· Ability to motivate others to excellence

· Confidentiality a must

· Prior work in a not for profit a plus

The above job description is meant to describe the general nature and level of work being performed; it is not intended to be construed as an exhaustive list of all responsibilities, duties and skills required for the position.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform other job-related duties requested by their supervisor.

Requirements are representative of minimum levels of knowledge, skills and/or abilities.  To perform this job successfully, the employee must possess the abilities or aptitudes to perform each duty proficiently.  Continued employment remains on an “at-will” basis. 
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	Manager Name
	
	Manager Signature
	
	Date


Job Description

Transportation Clerk 
Position Summary
Staff the FIAMC transportation planning & scheduling center maintaining a minimum 3 day lead on transportation request

Position Type:  Staff   Reports To:   Office Coordinator   Hours:  30 hours

Duties and Responsibilities
· Staff the FIAMC transportation planning and scheduling center

· Respond to care receiver requests for transportation services 

· Call/email volunteers to request their help to cover transportation requests – working a minimum 2-3 days in advance, work toward taking AM call for next day

· Track & record care receiver/care giver matches

· Other office duties as assigned

· Cross train to cover services/reception desks

· Attend weekly staff meetings

· Volunteer attendance at FIAMC sponsored events as needed

Job Requirements
· Ability to utilize FIAMC tracking procedures

· Excellent customer service and communication skills

· Pleasant telephone voice

· Must be computer literate and able to type

· Maintain confidentiality & use discretion

· Ability to problem solve

The above job description is meant to describe the general nature and level of work being performed; it is not intended to be construed as an exhaustive list of all responsibilities, duties and skills required for the position.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform other job-related duties requested by their supervisor.

Requirements are representative of minimum levels of knowledge, skills and/or abilities.  To perform this job successfully, the employee must possess the abilities or aptitudes to perform each duty proficiently.  Continued employment remains on an “at-will” basis. 

	Employee Name


	
	Employee Signature
	
	Date

	Manager Name
	
	Manager Signature
	
	Date


Job Description

Volunteer Coordinator
Position Summary
Position is responsible for planning, organizing, and directing the volunteer program associated with the organizations operations.  

Position Type:  Staff      Reports To:   Executive Director   Hours:  28 hours

Duties and Responsibilities
· Organizes, coordinates and manages the recruitment of volunteers

· Provide monthly orientation events for new volunteers conducting up-to-date and lively orientation sessions to engage volunteers and to provide knowledge needed to volunteers to provide needed service

· Maintain a diverse force of volunteers for organization

· Assist with development of appropriate training materials, revising as necessary

· Work with office coordinator and executive director to provide meaningful service opportunities for volunteers 

· Make suggestions for events that will benefit seniors, volunteers and the mission of FIAMC

· Suggest and implement volunteer appreciation events

· Organizes and oversees FIAMC parade and expo participation

· Public Relations – helping the public to understand what FIAMC does and encourages them to get involved

· Works with social, civic, and local organizations to develop partnerships

· Send out volunteer surveys and hold volunteer focus groups to maintain open communication with volunteers

· Organize quarterly staff meetings for volunteer office staff

· Speak on behalf of FIAMC

· Maintain volunteer sites such as UWVC and volunteer match

· Volunteer attendance at FIAMC sponsored events as needed

Job Requirements
· Ability to develop rapport with a diverse number of individuals

· Understand diverse backgrounds, skills and abilities

· Ability to work with individuals with different interests and opinions and to build effective teams in a volunteer environment

· Ability to speak knowledgeably and enthusiastically about the FIAMC mission, programs, initiatives and be able to articulate how volunteers and the work they do makes a difference

· Effective oral and written communication skills

· Must be available to work some weekend and evenings as required

The above job description is meant to describe the general nature and level of work being performed; it is not intended to be construed as an exhaustive list of all responsibilities, duties and skills required for the position.

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform other job-related duties requested by their supervisor.

Requirements are representative of minimum levels of knowledge, skills and/or abilities.  To perform this job successfully, the employee must possess the abilities or aptitudes to perform each duty proficiently.  Continued employment remains on an “at-will” basis. 
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