Position Available

Administrative Manager

Funders Concerned About AIDS

(Posting: October 29, 2004.  Preferred Start Date: As Soon As Possible.)

About Funders Concerned About AIDS

Organized in 1987, Funders Concerned About AIDS (FCAA) is a non-grantmaking philanthropic institution that engages in education, advocacy and technical assistance work.  It is committed to mobilizing philanthropic leadership, ideas and resources, domestically and internationally, to eradicate the HIV/AIDS pandemic and to address its social and economic consequences.  FCAA’s primary audience is grantmakers based in the Untied States.  FCAA employs a staff of three and several consultants and is governed by a national Board of grantmakers.  FCAA is a 501(c)(3) non-profit organization. For a full description of FCAA – please go to www.fcaaids.org.
Summary Description:

FCAA is currently seeking an enthusiastic and well-qualified candidate for its Administrative Manager position. The Administrative Manager is a full-time employee with a full range of administrative, office management and executive assistant-type responsibilities who reports to the Executive Director.

Responsibilities:

1.
Assist Executive Director and Program Manager with FCAA’s development work. Major responsibilities include coordinating annual contribution drive mailing and follow-up to FCAA constituents, maintenance of tracking system for all contributions and grants.  Assist with administrative aspects of development/fundraising activities, such as copying, collating and filing, relating to grant proposals and grant reports.

2.
Maintain, enhance and develop FCAA database (currently FileMaker Pro 6.0), including trouble-shooting as necessary. Work with database to track FCAA contributions and grants as well as track FCAA technical assistance work. Generate dbase reports for Executive Director and Program Manager. Regularly update network and ensure accurate contact information, including email lists for global/bulk messaging.

3.
Maintain FCAA’s MAC computer system/network and software, including basic trouble-shooting and software and hardware upgrading as necessary.  Train on new technologies as necessary. Work with FCAA’s outside computer consultant/technician when necessary to ensure smooth operation of FCAA’s IT systems.  

4.
Assist Executive Director and (offsite) FCAA bookkeeper with administrative aspects of accounts payable and receivable, including maintenance of FCAA financial files. Manage contacts with most FCAA vendors. 

5.
Serve as primary FCAA receptionist by answering phones, directing calls appropriately, responding to phone inquiries and maintaining phone systems. Respond appropriately to non-programmatic written inquiries. Process mail and distribute to staff.

6.
Administrative staffing with Executive Director for Board of Directors and several Board committees, including managing all Board logistics (mailings, conference call set-up and related filing).  Coordinate travel, meeting room, catering, mailings and all other similar elements of semi-annual Board meetings (spring and fall).  

7.
Assist Executive Director in administration of personnel benefits and related HR programs, including communications with insurers and providers as necessary. Coordinate occasional hiring and supervision of temporary administrative workers for special projects (clerical work such as materials preparation, mailings, etc.).

8.
Coordinate all logistics for regular mailings to FCAA network and constituent groups, occasional mass email blasts, and materials for FCAA information tables at conferences.

9.
Make all travel arrangements for staff (and occasionally consultants and Board members).

10.
Maintain all file and storage systems, including assisting other staff with their filing systems. Assist in and prepare Executive Director’s (and to lesser extent Program Manager’s) correspondence. Assist in maintenance of Executive Director’s calendar.

11.
Responsible for maintaining office appearance and equipment (copier, printer, fax, etc.), purchasing office supplies and assisting Executive Director with office lease, furniture and space issues.

12.
Other general administrative support duties as assigned.

Required Skills/Background:

· College degree required. 

· Two years of Administrative Manager and/or Office Manager experience required.  Three years or more preferred.

· Excellent organizational skills required as well as attention to detail and the ability to maintain a variety of projects and activities simultaneously.

· High level of proficiency required with Microsoft Office (Word, Excel, PowerPoint) and FileMaker Pro 6.0.  Proficiency preferred with Adobe PhotoShop. Proficiency preferred with MAC system. 

· Flexibility with hours and ability to adapt to fast-paced working environment essential.

· Commitment to HIV/AIDS issues.

· Very good communications skills as well as excellent interpersonal skills.

· Must be an independent worker as well as a good team player.

· High level of personal and professional integrity required.

Salary:

· Salary range is $38,500 to $42,500.

· Excellent benefits package, including comprehensive health, dental, life and disability insurance, 403(b) plan, vacation and other benefits.

TO APPLY: PLEASE SEND RESUME WITH COVER LETTER AND SALARY HISTORY TO:

Executive Director

Funders Concerned About AIDS

50 East 42nd Street, 19th Floor

New York, NY 10017,  Fax: 212-687-2402

NO PHONE CALLS PLEASE 

Resumes will be accepted until a hire is made, though the goal is a start date As Soon As Possible. 

FUNDERS CONCERNED ABOUT AIDS IS AN EQUAL OPPORTUNITY EMPLOYER, WHICH

RECOGNIZES AND APPRECIATES THE BENEFITS OF DIVERSITY.  INDIVIDUALS WHO SHARE THIS BELIEF OR REFLECT A DIVERSE BACKGROUND ARE STRONGLY ENCOURAGED TO APPLY.
