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North Olympic Salmon Coalition
Community Stewardship, Collaborative Restoration

Open Position Announcement

Position: Membership and Office Administrator
FLSA Status: Part Time, Non-exempt
Hours: Monday – Friday, 25 hours per week
Pay: $18-$21/hour
Location: Port Hadlock, WA
[bookmark: _GoBack]Reports to: Executive Director

Summary: 
The North Olympic Salmon Coalition (NOSC) is excited to add a part-time Membership and Office Administrator to their team.  NOSC works to promote robust wild salmon stocks for families, fishers, and local economies by furthering habitat restoration and education on the North Olympic Peninsula. We are one of fourteen Regional Fisheries Enhancement Groups in Washington State, working directly with State agencies, tribal governments and local communities across the Olympic Peninsula. This busy non-profit has 7 employees, an office in Port Hadlock and in Port Angeles, and is governed by a board of directors.  

The Membership and Office Administrator plays a core role in the day to day function of the NOSC and maintains efficient administration of the membership program as well as a variety of program and organizational support. A friendly, skilled and dedicated Administrator is needed to keep office systems running smoothly and to ensure compliance with state and federal policies and internal administrative processes.  Administration of the membership program is a core function of a successful fundraising program.  Accurate record keeping, meaningful reporting and timely acknowledgement of donations perpetuates a successful fundraising effort.  The membership portion of this position is core to the fundraising committee’s success and will play a support role through promotion of fundraising drives and events, effective administration of gifts, and through friendly and heart-felt acknowledgement of gifts.  

Areas of Responsibility
1. Office Management and Administration
2. Membership and Donations
3. Bookkeeping and Billing
4. Program and organizational support to the office and executive director in a variety of areas

Qualifications
· Associates Degree in business administration, communications or related field
· Three (3) years in previous administrative/office management position
· One (1) year database management experience

Wage DOE. Benefits include vacation and sick leave, holidays and a 401K option.

To Apply email a resume and cover letter to Lindsay Anderson at lindsay@full-circlehr.com  with the subject line title “Application for Membership and Office Administrator.” A full job description is available upon request.

*North Olympic Salmon Coalition is an equal opportunity employer. 
North Olympic Salmon Coalition    205B W Patison Street, Port Hadlock, WA 98339    www.nosc.org
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