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Campaign Assistant
Reports To:

The Campaign Assistant reports directly to the Sr. Vice President Resource Development.
Position:

The position is a part-time, approximately 19-20 hours a week not to exceed 1000 hours annually July 1 – June 30.

Overall Responsibilities:

Performs clerical and organizational tasks, which includes but is not limited to:

· Receptionist duties

· Word processing

· Working with Excel spread sheets, PowerPoint and graphic design programs (InDesign or Quark; Illustrator; MS Publisher; Photoshop)
· Copying and collating documents

· Generating and editing letters and departmental materials for accuracy

· Filing, maintaining mailing/database lists (electronic and other)

· Developing and sending meeting notices, taking minutes of meetings, scheduling arranging, and handling the details of the meetings

· Preparing and organizing mailings, mail merges

· Ordering and tracking supplies

· Providing support to departmental programs and staff

· Coordinating events with invitations, RSVP’s, registration, and logistics

· Processing departmental budget items (purchase orders, billings, check requests, etc.)

· Registering staff for events

· Calendaring

· Data base management, queries, writing and editing

· Interfacing with department and organization staff

· Providing written reports of departmental status.

Primary Responsibilities – Includes But Not Limited To:
1) Assists Sr. VP RD as needed on a daily basis for special projects, department needs, etc.

2) Maintains organization of storeroom – campaign materials, supplies, etc.
3) Maintains organization of campaign supplies
· Literature

· Balloons, Supplies

· Give Aways

· Pins

4) Maintains organization of campaign literature
· Forms

5) Generate, print form letter for campaign staff

6) Develop form letters as needed

7) Order materials as needed
8) Maintain accurate inventory of materials (supplies) on hand

9) Fill campaigner’s requests for materials

· Supplies

· Certificates

10) Maintains records for department

11) Maintain Double Care Share Card Program

· Write up descriptions

· Work with graphic artist for completed project
· Send thank you notes

· Update ANDAR with vendors

12) Manage organization & regional special events
· Volunteers sign up

· Door prizes

· Room set up

· Staff – staff

13) Communicates campaign activities to calendar sections by region in local newspapers

14) Attends weekly Loaned Executive meeting

15) Staffs Loaned Executives, Account Managers, Campaign Staff as needed

16) Keep all campaign forms filled and current

17) Keeps Sr. VP RD apprised of campaign related phone calls

18) Process P.O.’s and track accordingly
19) Obtain bid, quotes, for department projects

20) Other duties as assigned

Qualifications:
Proficient word processing abilities using Microsoft Office Suite, including experience with mail merges and databases

Proficient Publisher

Proficient PowerPoint with music 

Oral and written communication skills

Demonstrated organizational skills

Ability to multi-task, handling several projects simultaneously and able to handle interruptions, yet stay on task

Detail oriented
Experience with oversight of filing systems

Ability to work in support position
Ability to work independently
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