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Administrative and Events Coordinator Job Description

Safe Crossings Foundation is a leader in funding services that help grieving children throughout the Puget Sound region. Our vision is that all grieving children receive the emotional support they need to heal and thrive after the loss of a loved one.

The Administrative and Events Coordinator assists the Executive Director and Development staff in day-to-day operations related to raising funds to support services for grieving children and their families. This is a part-time position with a flexible schedule within regular office hours in West Seattle. Because this position frequently is the first point of contact for the public, a mission connection is of great value. Attention to detail and sensitivity to confidential and delicate matters is required. 

I. Coordinate Administration: (50% of time)
Supports staff and maintains all office-related duties 

a) Respond to phone and email inquiries and relay service requests to staff. 
b) Attend Board and Committee meetings, set up presentations and materials, take minutes and coordinate with Executive Director and Board Secretary to distribute those minutes and other documents
c) Document and continually update all office procedures and maintain those records 
d) Facilitate intern recruitment, interviewing, and scheduling 
e) Provide occasional tier-one technical support for staff and website
f) Ensure conference rooms and other meeting spaces are prepared prior to use
g) Perform clerical duties, such as processing mail, filing, answering phone calls, and responding to emails
h) Maintain organizational records (electronic and paper)
i) Manage office supplies
j) Facilitate the printing of materials needed for events, presentations, and staff meetings
k) Other administrative duties as needed

II. Events (40% of time)
Major event support: planning, logistics, operations, and execution. 

a) Coordinate logistics for annual events, such as luncheon, golf tournament, major donor events, conference, and grief awareness day
b) Work in close partnership with Executive Director and Development staff to meet objectives of events
c) Reviews and edits events materials
d) Works in close partnership with staff as well as outside vendors/event consultants/volunteers to design, plan, implement, and evaluate all aspects of event
e) Documents and continually updates all event processes and procedures 
f) Responsible for coordinating all aspects of each event with Executive Director and Development staff
g) Support audio visual and technical operations (e.g. lead set-up of PowerPoint and projectors)
h) Set up and take down for in-person events
i) Recruit, coordinate, and train volunteers at events

III. Other Duties as assigned (10% of time)
DESIRED SKILLS & ATTRIBUTES:
· Experience in office management and data entry and quickly able to learn new technologies
· Strong organizational skills and the ability to manage multiple tasks
· Experience assisting with large events or fundraisers
· Knowledge of website maintenance and social media
· Excellent communication (written and verbal) skills
· Enthusiastic positive attitude and team oriented 
· Flexible, responsible, and detail-oriented
· Experience with Microsoft Office Suite


SCHEDULE AND COMPENSATION
This is a part-time position with a flexible schedule within regular office hours. Some hours in-person at our West Seattle office location will be required. Some virtual work is possible. Additional hours, evenings, and weekends may be required during times of major events. Compensation includes $18-$22/hour, prorated paid vacation/holidays, as well as 3% matching contribution to employee retirement.

APPLICATION PROCESS
Email cover letter, resume and three references to info@safecrossingsfoundation.org. Include “Administrative and Events Coordinator Position” in the Subject Line. Position opened until filled.
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