
Abbreviated Job Description  

 

Job Title: Administrative Assistant 

 

Reports to: Executive Director  

 

FLSA Status: Non-Exempt 
 

PRINCIPAL PURPOSE OF JOB:  

 Responsible for providing administrative support including donor acknowledgements for the 

Executive Director, the RCHS board and, as time allows, for RCHS staff. 

 Responsible for coordinating the general function of RCHS’s office. 

 Responsible for assisting in general accounting procedures, including handling bank deposits,  

purchasing and related functions such as event ticket sales.  

 Responsible for assisting Membership & Events Officer with member/donor database maintenance, 

processing memberships and related activities incl. fundraising.  

 Responsible for many aspects of the museum shop. 

 Creates weekly email campaigns to promote RCHS and its programs. 

 Tracks all event & program RSVPs. 

 Responsible for website updates. 

 Assists in supervision of volunteers, work-study students and interns when required. 
 

LEVEL OF AUTHORITY: Performs duties based on established policies & procedures allowing for independent 

action commensurate with demonstrated ability.  Errors in judgment could substantially impact RCHS’s 

resources & public acceptance of programs, protection of patron confidentiality, personnel and facilities.  
 

QUALIFICATIONS:  

A. Technical  

  1. Prefer to have three to five years of progressively responsible office, account, customer service, problem 

solving, and administrative experience or equivalent in a comparable environment.  
 

  2. Prefer college degree or at least a high school degree or equivalent continuing education.  
 

  3. Must have ability to work independently in a multi-tasking customer service setting.  
 

  4. Must be adaptable to working effectively in blocks of quiet time alternating with very active days.  
 

  5. Must be able to transcribe from hand-written notes, or verbal instructions.  
 

  6. Must have excellent verbal and written communication skills including the ability to proofread the work 

of self and others with a high degree of accuracy.  
 

  7. Must be able to perform basic accounting & mathematic computations with high degree of accuracy.  
 

  8. Must be familiar with Word, Excel, etc. & have willingness to learn Donor Perfect database software.  
 

  9. High level of electronic & paper file management skill is key. 
 

10. Have a clean driving record. 
 

11. Familiarity with bulk mailings and not-for-profit experiences a plus. 
 

12. Basic design skills a plus. 
 

B. Physical  
1. Ability to occasionally lift, carry and put away parcels weighing up to 30 pounds.  

2. Ability to stand, walk & drive as needed throughout the day, including for occasional event set-up.  

3. Ability to sit and use computer workstation, including keyboard and visual display terminal, for extended 

     periods of time.  
 

* The statements contained in this job description reflect general details necessary to describe the principal functions of this 

job, the level of knowledge and skill typically required and the scope of responsibility. It should not be considered an all 

inclusive listing of work requirements. Individuals may perform other duties as assigned, including work in other functional areas 

to cover absences or relief, or to otherwise balance the organization’s work load.       As of June 2017/KKL 




