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Administrative Assistant

(Part-Time Contract Position)

Approximately 20 hours/month at $400/month

The Land Park Community Association (LPCA) seeks a part-time contract Administrative Assistant to provide help to the President and Board in the operation of the LPCA.  The person selected for the position will NOT be an employee of LPCA, but LPCA will enter into a one-year renewable contract.  The contractor shall be responsible for filing any and all material to the Internal Revenue Service, except for those required by law for LPCA to file.

SUPERVISION
The President of LPCA and other board members, as it relates to items assigned, shall provide general and specific direction. 

The contractor may be asked to provide supervision of other LPCA contractors and vendors.
ESSENTIAL FUNCTION STATEMENTS
Essential responsibilities and duties may include, but are not limited to the following:

· Perform clerical and bookkeeping tasks, including but not limited to paying the LPCA’s bills and tracking LPCA expenses in coordination with the LPCA treasurer.

· Submit the required paperwork relating to LPCA’s 501(c)(3) status to the IRS and California Secretary of State as needed. 
· Submit LPCA’s required tax filing annually.
· Take responsibility for of all LPCA paper and electronic files, making sure that all files are available to the Board and Membership as specified in the LPCA Bylaws.
· Prepare the new board binders and other materials for the annual board retreat.
· Assist in ensuring the website is kept up-to-date through periodic review of the website and discussions with the website contractor.
· Assist with LPCA meeting preparation, including but not limited to, logistical support and the preparation and distribution of meeting agendas. 

· Attend all community meetings and board-only meetings.
· Assist in obtaining permits for LPCA’s annual events.
· Check the LPCA post office box and distribute the mail to the appropriate Board Members or Committee Chairs.
· Assist committee chairs, as needed. Such tasks may include maintaining databases or sending correspondence. 

QUALIFICATIONS

Knowledge of:
Word processing programs such as Microsoft Word, Google Docs, Excel, and Dropbox.
Clerical and bookkeeping concepts.
Ability to:
Provide word-processed documents for the preparation of Board agendas, agenda reports, letters and the like

Effectively manage contracts and the work of the contractors

Prepare clear and concise reports, when necessary

Communicate clearly and concisely, both orally and in writing

Experience and Training Guidelines
Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:


Experience:
One (1) year of experience as an office clerk, secretary, administrative aide, administrative assistant or executive assistant or equivalent experience in a secretarial or assistant training program.

Training:

Equivalent to a high school diploma.
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Additional Materials:
· Cover letter

· Resume/CV

· List of three references

Submit the application with additional materials to info@landpark.org
Deadline: October 31, 2017
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