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Administrative Coordinator – Marketing & Leadership 
Job Description 

 

REPORTS TO:  President/Chief Executive Officer   

SUPERVISES:    None 

 

SUMMARY:  Organizes all support functions related to community leadership programs, donor relations 

marketing and special events.  Duties include ‘donor facing’ front desk communication, including 

responses to incoming donor inquiries regarding their charitable activity. Responsible for coordinating all 

board and committee meetings, assembling and distributing board packets, and meeting minutes. 

Responsible for typing and maintaining organizational policies and procedures manual and other 

organizational records. Maintains administrative files, supports committee meetings and provides clerical 

assistance with all asset development functions within the organization. Provides administrative support 

and coordination of special events and marketing projects. This position supports all marketing tactics on 

behalf of the organization, including website updates and social media as well as vendor coordination. 

Organizes secretarial and clerical duties including, but not limited to, answering and screening incoming 

calls, filing, and composing and typing correspondence and reports as needed. Maintains administrative 

files, coordinates receipt of reports and information needed by Finance Director/Controller. This position 

is primarily responsible for data entry into enterprise-wide Foundation database.  

 

 

RESPONSIBILITIES: 

 

1. Responsible for supporting the President/Chief Executive Officer and Philanthropic 

Services/Marketing Officer. 

Standard:  All administrative projects are delivered on time and per the project specifications.  

 

2. Responsible for coordinating meetings and appointments for the CEO and Board of Directors for 

Stanislaus Community Foundation.  These duties include, but are not limited to, assembling board 

and committee meeting agendas, minutes, and informational packets needing distribution.   

Standard:  Meets all deadlines in an accurate manner. 

 

3. Responsible for daily donor communication related to misc. inquiries.  

Standard:   Timely, courteous and professional customer service at all times, both over the phone 

and in person.  

 

4. Provides marketing support by securing bids on all print projects, maintains website and other 

communications channels as needed/requested.  

Standard: Cost-effective publications. Timely and grammatically correct updates on all 

communications channels.  

 

4.  Conducts research assignments per the request of the President/CEO and the Philanthropic 

Services/Marketing Officer. 

   Standard: Reports created with factual research information that are easy-to-understand. 

 

5. Supports all special events, including annual donor meeting, for organization. 

             Standard: Well-planned events that are efficiently planned and executed and on-budget. 

 

6. Supports the leadership development programmatic efforts of Stanislaus Community Foundation. 

Standard: Professional administrative support, including record-keeping, correspondence and other 

office duties as assigned/agreed upon by President/CEO. 
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7. Initiates, composes, and types correspondence on behalf of the CEO and representing the 

organization; produces reports as needed.   

Standard:  Up-to-date correspondence, reports, records and accurate files, professionally written 

and free of grammatical errors. 

 

8. Responsible for typing/maintaining Stanislaus Community Foundation organizational policies and 

procedures. 

Standard:  Ensure that all organizational policies and procedures are up to date. 

 

9. Accomplishes other duties as assigned in a cooperative manner, including clerical assistance for 

other staff as necessary.  

Standard:   Accepts work outside normal duties as time permits. 

 

10. Maintains a professional appearance of self and working area; exhibits appropriate behavior with 

guests and clients, i.e., being courteous, thoughtful and professional at all times. 

 Standard:   100% compliance 

 

QUALIFICATIONS: 

 

1. Three (3) years administrative/executive secretarial experience, including taking meeting minutes. 

2. Experienced IBM/compatible PC in a Windows environment. 

3. Experienced in using Microsoft Word, PowerPoint and Excel required. 

4.     Outstanding communication skills; i.e., telephone skills, writing and listening. 

5.     Positive professional attitude with sensitivity towards confidential donor and financial information. 

6.     Able to work in a team environment supporting other team members. 

7.     Possess valid California driver’s license with automobile insurance and have personal vehicle 

available for errands. 

 

SUCCESS FACTORS: 

 

1. Ability to consistently understand complex office functions; preparing clear, concise, and 

comprehensive reports, minutes, and correspondence. 

2.  Ability to develop and maintain cooperative, constructive relationships with coworkers. 

3. Ability to demonstrate sound judgment by taking appropriate actions 

4. Ability to follow through on outstanding issues. 

5. Ability to maintain a professional appearance of self and a working area that is neat and organized. 

6. Ability to consistently respond to changing situations in a flexible manner in order to meet current 

needs, such as reprioritizing work as necessary. 

7. Ability to handle confidential information and disseminate appropriate information to coworkers 

and other departments. 

8. Ability to handle multiple projects and tasks simultaneously.   

 

WORK ENVIRONMENT:  This position works in an office environment using a computer and general 

office equipment.   

 

WORK SCHEDULE: Position to work a regularly scheduled 40-hour workweek, with any extra time as 

needed to meet the needs of the organization. This is a exempt, salaried position. 
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PHYSICAL REQUIREMENTS: 

 

Physical Demands 
The physical demands described here are representative of those that must be met by an employee to successfully 

perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with 

disabilities to perform the non-essential functions. 

Physical 
Never 

<1% 

Occasional 

1-33% 

Frequent 

34-66% 

Constant 

67-100% 

Balancing X    

Bending  X   

Climbing X    

Drive car  X   

Grasping  X   

Hand/finger dexterity    X 

Kneeling X    

Lifting up to 30 lbs without assistance  X   

Lifting 31 - 100 lbs. with assistance X    

Pushing/Pulling X    

Use of Hands    X 

Sitting    X 

Standing  X   

Stooping (bend at waist)  X   

Stretching/Reaching  X   

Walking  X   

Sensory Activities     

Distinguish smell/temperature X    

Hearing in person   X  

Hearing on the telephone   X  

Hearing/Seeing    X 

Talking in person   X  

Talking on the telephone   X  

Vision for close work    X 
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Is the following required? YES NO   

Being around machinery/equipment  X   

Walking on uneven ground  X   

Being exposed to temperature changes  X   

Routine overtime  X   

 

 

 

   

Administrative Assistant/Donor Service Coord.  Date 

   

 

 

  

CEO  Date 
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