AAPF JOB DESCRIPTION

Job Title:

Administrative Assistant

Reports to:

AAP Foundation Executive Director

Department:
Foundation

Status:

Non-Exempt – Part-Time – 15-20 hours per week
Position Summary

The Administrative Assistant manages all donor records and acknowledgement correspondence; processes gifts.  Assists in the production of minutes, board books and mailings to the Board of Directors and committee members.  Assists the Executive Director, Senior Development Manager, and Executive Assistant with the production of spreadsheets, assembly of materials, mailing, and other administrative tasks as needed.
Administrative.
Processes checks and credit card gifts and payments.

Assists Foundation staff with audit materials.
Provides regular reports providing status on pledges outstanding and pledges/gifts received.

Maintains donor database.  Enters all new gifts and pledge payments.

Coordinates all electronic and hard copy mailings, including meeting and application binders.

Assists with meeting logistics, travel arrangements and rooming needs for Foundation staff, Board of Directors and committee members.

Manages donor records including tracking of pledges and donations and generation of thank you correspondence and receipts.

Keeps hard copy and electronic donor records up-to-date and accurate.

Provides monthly reports on new pledges/gifts and payments made.
Responsible for organization and filing of scholarship/fellowship applications, donor records, contracts, etc.
Internal/External Relations
Regular contact with all levels of staff.

Vendor contact.

Qualifications
Computer literate with emphasis on database management, Excel and Word.
Ability to handle multiple tasks simultaneously.

Excellent interpersonal and communication skills.

Strong written skills.

Detail oriented.

Interest in development or association fundraising.

Previous administrative experience.

Enthusiastic with a sense of humor.
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