
 

 

Job Title: Administrative Assistant 

Location: Mostly in-office; remote when able to accomplish what’s needed without coming into the office 

About Us: Everwild Land Trust is dedicated to creating a thriving Chautauqua region where nature and people 

flourish together in community, sustained by shared responsibility, resilient ecosystems, and a lasting sense of 

belonging for generations to come.   

Position Overview: We are seeking a highly organized, detail-oriented, and dependable Full-Time 

Administrative Assistant to support the day-to-day operations of our growing organization. This position plays 

an important behind-the-scenes role in helping our team stay organized, responsive, and efficient while 

supporting our mission. 

The Administrative Assistant will provide a wide range of operational, scheduling, communications, and 

administrative support to staff leadership and the organization as a whole. The ideal candidate is proactive, 

adaptable, comfortable managing multiple priorities, and excited to contribute to a mission-driven nonprofit 

organization. 

Key Responsibilities: 

Donor & Database Support 

• Support donation processing workflows and donor acknowledgment systems 

• Assist with thank-you letter preparation and related donor stewardship tasks 

• Enter and maintain contact information for volunteers, event participants, and email subscribers 

• Help maintain accurate and organized constituent records 

Administrative & Operational Support 

• Assist with scheduling meetings, coordinating calendars, and polling availability 

• Assist with board meeting administration, including attendance tracking, minute-taking, and vote 

documentation 

• Coordinate routine building and office maintenance needs, including scheduling contractors and service 

providers 

• Maintain and organize staff files, records, and administrative databases 

• Order and track office supplies and organizational materials 

• Support routine financial administration, including invoicing, bill payment tracking, payroll 

coordination, maintaining financial records, and communicating with bookkeeping and accounting 

partners 



• Help coordinate organizational insurance renewals and related administrative tasks at the direction of 

the Director of Operations  

Communications & Coordination 

• Monitor and assist with responses to general organizational email and phone inquiries 

• Help coordinate internal staff communications and reminders related to deadlines and projects 

• Assist with gathering information and distributing board update communications 

• Support coordination and distribution of recurring organizational communications and publications 

Event & Program Support 

• Provide administrative and logistical support for organizational events and meetings 

• Assist staff with registration, coordination, follow-up, and other event-related tasks 

• Support special projects and administrative needs as assigned 

Details & Benefits: 

• Compensation – this will be a Tier 4 position according to the Compensation Policy position 

classifications.  This means that the candidate’s work plan goals will be developed and overseen by 

their direct supervisor.  The compensation range for a Tier 4 position is $45,000 to $55,000 annually.  

The starting rate offered at this time will be $46,000.  This range will be regularly reviewed and revised 

as needed due to inflation and industry standards.   

• This position will report directly to the Director of Operations.  

• Retirement savings plan. 

• Professional development opportunities and ongoing training. 

• Generous paid time off and holidays. 

• The opportunity to make a meaningful difference in the community and the environment. 

 

To Apply: Send resume as PDF attachment with your cover letter as the body of the email to 

Justina@everwildlt.org. Include the position title in the subject line. Applications will be considered as they are 

received, so interested candidates are encouraged to apply early with September 30 as the final application 

deadline. 

 

Everwild Land Trust is an equal opportunity employer committed to diversity and inclusion in the workplace. 

We encourage individuals from underrepresented backgrounds to apply. 
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