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Administrative Assistant
Position Summary

Mountain Youth’s mission is to continuously and collaboratively improve the lives of youth in the most powerful ways possible. Under the direction of Mountain Youth’s Executive Director, this position supports the mission of the organization by building community partnerships, preparing for programs and strategies, and engaging in outreach.  

Position Responsibilities

Administrative Coordination
Goal- Support the Executive Director and Mountain Youth staff team to ultimately increase opportunities for youth and families. 

· Maintain general office supplies and equipment
· Produce reports, highlighting program and organizational updates
· Maintain office filing systems
· Coordinate staff calendars, and plan teambuilding events
· Oversee contact management systems, tracking client and contact activity
· Acknowledge donors and volunteers
· Support with accounting and invoicing
· Synthesis and reporting of program evaluations
· Actively Green certification management

Community Engagement

Goal- Strengthen visibility of Mountain Youth in the community, to increase impact on local youth and families. 

· Volunteer coordination, including recruitment, placement, training and supervision

· Support with special events (community, program and fundraising), including preparing materials and representing the organization 
· Attend committee and community meetings as needed
· Support with marketing as needed
Additional Qualifications:

Interest in and commitment to positive youth, family and community development, as well as overall community health. Bilingual English/ Spanish language speaking and bicultural preferred. Office experience preferred.
· Ability to thrive independently as part of a small team in a growing organization 

· High level of professionalism and strong written and verbal communication skills

· Innovative and creative 

· Strong organization, attention to detail, and ability to prioritize

· Strong computer skills including Microsoft office programs and Google platforms
· Willingness to commit to a flexible schedule, including weeknight and weekend commitments as needed


Salary and Benefits:
This full-time salaried position will average 40 hours per week. The salary for this position will be commensurate with experience. ($37,000-$40,000). 
Cover letter and resume should be submitted to Michelle Stecher at mstecher@mountainyouth.org
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