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Executive Administrative Assistant 
Toronto Green Community (TGC) is a grassroots organization founded in 1995 with a mission to engage Torontonians in environmental initiatives where we live, work and play. Our Vision is for people to live in sustainable communities with clean air and water, access to local, organic food, abundant green spaces, and minimal waste.  (For more information visit http://torontogreen.ca) 

The Executive Administrative Assistant will provide administrative support to staff, board and volunteers of the Toronto Green Community in fundraising, communications, outreach and program initiatives.
Responsibilities
· provide general administrative office and program support as needed 
· provide support to and participate in Board and ad-hoc committees as required
· supervise and collaborate with volunteers on various initiatives

· provide support for marketing and communications strategies and tools (website/social media)
· execute outreach duties on organization’s behalf when required
· participate in events and event planning (logistics, registration, promotion, administration)
· assist with all fundraising strategies 

· support corporate outreach and employee activity programs

· assist with researching possible funding opportunities and preparation of funding proposals

· administer and help coordinate corporate and individual membership program: direct mail, online giving, gift administration, donor database maintenance, all mailings including issuing of acknowledgements & charitable tax receipts
Qualifications:

· Proven administrative, organizational, and coordinating skills
· Responsible, reliable, keen, dedicated self-starter

· Capable of multi-tasking and coordinating several priorities at once

· Enjoys working as part of a busy, small team within a non-profit workplace setting
· Knowledge of accounting software is useful
· Basic computer literacy and ability to work with Microsoft Office, internet explorer

· Demonstrated interest in environmental issues
· Familiarity with fundraising strategies is an asset

Criteria for Applications:

This is a part-time position of 28 hours per week through the City of Toronto’s Investing In Neighbourhoods.  **Candidates must be in receipt of Ontario Works to participate.**
To apply please email your cover letter and resume to Paula Messina at: jobs@torontogreen.ca 

No phone calls please.  
                                    Deadline for Applications: April 19, 2012
