
The Administrative Coordinator will work closely with the CEO and the Board to provide 
administrative support to a variety of projects and committees. He/she will also work with the 
Controller to perform routine bookkeeping duties. 

 The position will involve working with potential donors, current donors, grantees, volunteers, board 
members and the public. The Administrative Coordinator will have a thorough knowledge of the 
Foundation Information Management System (FIMS).  
 
Requirements: 

 Excellent written and verbal communication skills 

 Advanced computer and internet skills 

 Ability to get along with many different constituencies 

 Professional appearance and demeanor 

 Flexible in carrying out multiple assignments 

 Ability to work in a small office as a member of a team 
 
Communication 

 Compose correspondence/reports for own or managers’ signatures  

 Arrange essential mail in priority action order  
 

Appointments/Meetings 

 Maintain calendar of meetings  

 When required for  meetings: Prepare and distribute agendas; arrange meeting facilities; act 
as recording secretary 

 Arrange amenities as needed  
 

Policies/Procedures and other Data Management 

 Update policies and procedures  

 Maintain procedures manual to ensure consistent performance of routines  

 Improve/tighten storage/retrieval systems  

 Update and manage record retention and National Standard Compliance 
 

Office Management 

 Telephone: Handle all inquiries within area of knowledge  and route calls as needed  

 Do phone surveys/inquiries as needed  

 Maintain petty cash, postage; order office supplies in coordination with Office Assistant 

 Coordinate staff to ensure office coverage (phone messages, etc.) 

 Update data bases  
 
 



Projects 

 Handle administrative detail, all projects as assigned 

 Seek greater role in projects within administrative and other areas of competence  

 Seek training on projects to extend competencies 
 

Supervision 

 As required, recruit, hire, train and supervise part-time or full-time, paid, or 
unpaid/volunteer secretarial or clerical staff 
 

Bookkeeping 

 Enter and acknowledge gifts 

 Process operating checks, grant and scholarship checks 

 Make bank deposits/mail checks to investment accounts 

 Monitor bank balance and operating account  

 Process PayPal donations 

 Prepare and submit payroll 

 Maintain employee PTO records 

 Maintain accounts payable files; give donation records to Controller quarterly 

 Prepare quarterly fund statements for fund representatives and annual 1099s for contractors 
 
Other  

 Recommend management action to improve standard operating procedures. Present 
comparisons on costs, risks, and benefits 

 Develop and test new procedures  

 Assure confidentiality when required, and discreet handling of all business  
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