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       Family Promise of Gallatin Valley

                                          Office/Development Assistant 

                                          Last Updated: 6/22/2021

CLASSIFICATION:
Non-exempt; 20-25 hours, with evenings and weekends as required, typical shift (10 am to 3 pm) 
REPORTS TO:
 
Executive Director and Development Manager 
SALARY:


$16.00 - $18.00 per hour depending on experience

Job Summary: Family Promise of Gallatin Valley’s vision is to end family homelessness in Gallatin Valley, one family at a time. This position plays a key supportive role in helping Family Promise of Gallatin Valley by assisting the team with administrative and development tasks. As our organization continues to grow, our team and this position will help establish us as the go to agency for families experiencing homelessness. 
Responsibilities and Duties:

Development (50%)
· Utilize Salesforce to generate donor receipts and prepare for thank you letters based on a predetermined stewardship plan. 
· Assist the Development Manager in the implementation and organization of fundraising events.
· Support the Development Manager with mail campaigns and various print pieces.
· Participate in the various marketing strategies to increase support of our cause, including Facebook, Instagram, email campaigns, etc. 
Administrative Support (50%)
· Picking up and dropping off mail 
· Managing, ordering, and setting up office supplies and equipment
· Coding receipts and invoices for payment
· Set up systems and implementation of document retention
· Help prepare for meetings and take minutes when necessary
· Develop new office procedures and systems for efficiency
· Manage office phone systems
Other Duties as Assigned 
Desired Characteristics:
· 3-5 years work experience, with experience in the nonprofit or philanthropy sector preferred
· Approachable, friendly, and a team player
· Highly organized and detail-oriented
· Proficient in Microsoft Excel and Word, Google Suite, Zoom, and other cloud-based storage and data systems.
· Work in a dynamic and, at times, chaotic environment with multiple distractions including children of all ages

· Relate to homeless adults and minors in a respectful, non-judgmental and competent manner
Environmental Conditions
· Sitting, standing for long periods of time
· Computer work, keying and screen

· Lifting of less than 25 lbs, occasionally
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