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1921-2016
JUNIOR LEAGUE OF

RHODE ISLAND






Job Description: Office Administrator

Level:
Administrative




Job Location: USA-RI-Providence

Travel Percentage:  Limited



Position Type: Part Time (20 hours per month)
Job Shift: Day





Job Category: Non-Exempt
Description

The Junior League of Rhode Island, Inc. (JLRI) Office Administrator is a part-time position that reports to the President of the JLRI.  The President of the JLRI is a volunteer position.  The Office Administrator is the only paid staff person of the JLRI.  The Office Administrator reports to the President and provides support services to the over-all daily operations of running the JLRI.  The JLRI is a member of a national association, The Association of Junior League’s International (AJLI), to which the JRLI has reporting, payment and administrative responsibilities.
ESSENTIAL DUTIES AND RESPONSIBILITIES:

· Coordinate distribution of phone, mail and email messages to appropriate member(s).

· Order/purchase office supplies, stationery, business cards and award plaques. 

· Maintain current inventory of office equipment, possessions and furnishings.
· File/archive/organize print and electronic documents.
· Maintain current list of contracts with all service accounts.
· Prepare mailings and photocopy jobs when requested.
· Update contacts’ information in all databases in timely manner as changes occur.
· Book meetings for JLRI office and PPS Schoolhouse and post to website calendar.
· Occasional website updates for events.
· Maintain and monitor all incoming payments (e.g. via check, PayPal, etc.) and coordinate with JLRI Treasurer.
· Serve as the JLRI Member Records Administrator.  The Member Records Administrator is the liaison between AJLI and the JLRI regarding members’ records, status and contact information. Responsibilities include the following:

· Creation of member profiles and registration of transfers and new members.  

· Record and notify AJLI of Board of Director changes, member contact information changes, name changes, deaths, and resignations and ensures that JLRI and AJLI member records sync. 
· Enter new members’ and transfers’ profiles on the website, activates their access and send them instructions how to access the member section of the website. 

· Maintains the monthly Admin reports, manage the member directory in the JLRI website database, manage all member and former member emails in Mail Chimp and the Office Outlook contact address book, and posts changes to the Redbook.
· Assist the fundraising committee with mailings, donation information and event registration

· Assist the communications committee with the printed newsletter The Anchor, and annual yearbook The Red Book. 
· Monitor and submit updates to the Administrative area of the organization’s website.
Required Qualifications and Skills: 
· Proficiency in MS Word, MS Outlook, MS Excel, and Mail Chimp
· Must be able to work independently with close attention to detail

· Ability to deal with the public in a courteous and professional manner

· Ability to multi-task and deal with multiple managers and leaders acting in a volunteer capacity
· Ability to communicate professionally and effectively, utilizing correct grammar and spelling

· Qualified applicant must be able to perform essential duties and responsibilities with or without a reasonable accommodation.
Preferred (additional) Skills: 

· Proficiency in Desktop Publishing Software Application and Photo Editing Program
· Proficiency or prior use of Closerware
OTHER SKILLS AND ABILITIES:
· Attendance at periodic JLRI functions upon request

· Assist the President in preparing individual projects upon request as time permits

· Additional duties as assigned and upon request

· Assistance with transition of volunteers in leadership positions

· Ability to learn new programs and platforms, i.e., training will be provided on JLRI website and database administration

About the Junior League of Rhode Island, Inc.

The Junior League of Rhode Island, Inc. is an organization of women committed to promoting voluntarism, developing the potential of women, and improving communities through the effective action and leadership of trained volunteers. Its purpose is exclusively educational and charitable.
The JLRI is an Affirmative Action and Equal Opportunity Employer and all qualified applicants will receive consideration for employment without regard to race, color, religion, gender, sexual orientation, national origin, genetic information, age, disability, veteran status or any other legally protected basis.
 

The JLRI is committed to ensuring individuals with disabilities and/or those who have special needs participate in the workforce and are afforded equal opportunity to apply for jobs. If you would like to contact us regarding the accessibility of our Website or need assistance completing the application process, please contact Betsy Smith, Search Committee Chair at 401-439-4706 or via email at betsysown2@gmail.com.
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