L E A G U E°

JOB POSTING

Campaign Assistant—Save the Redwoods League

As a bright and committed professional, you can make a difference in our environment! Save the Redwoods
League is approaching its 100th year as a leading conservation organization. Our exciting and impactful work has
led to the protection of hundreds of thousands of acres of redwood forests and redwood ecosystems. The
League strives to preserve the peace and beauty of these precious natural wonders--the Earth's tallest and some
of the oldest and most massive living things. Visit www.SaveTheRedwoods.org to learn more about what we do

and about our dedicated local and nationwide community of supporters

The Campaign Director is seeking an indispensable Campaign Assistant to provide administrative support for the
planning, organization, and implementation of the Centennial Campaign, a multi-year fundraising campaign
currently in the planning phase and scheduled to commence in Spring 2016. This individual should be capable of
independently developing solutions, taking immediate action, balancing competing interests, seeing to every
small detail, and completing projects to the highest standards in a timely, professional manner. The Campaign
Assistant is further responsible for supporting the prospect research and information needs of the Campaign as
well as the Major Gifts Program.

Read on if you are seeking a position that will spotlight your administration and organizational talents in support
of a dynamic organization comprised of bright, dedicated and passionate people.

»> ESSENTIAL DUTIES AND RESPONSIBILITIES:

CAMPAIGN SUPPORT

e Provide administrative support to the Campaign Director, including budget preparation, expense
reporting, invoice/contract routing and processing, travel and meeting coordination, proactive
calendar management, Raiser’s Edge data input and report generation, and file organization and
optimization.

e Assist Campaign Director with donor correspondence and gift acknowledgements, special mailings,
preparation of donor packets and proposals, and creation of reports and presentations.

e Serve as point of entry for communication and coordination between the Campaign Director and
campaign-related interdepartmental League work groups such as the Celebration Committee and
the Centennial Working Group(s).

e Assist Campaign Director with implementation of campaign-related events, including contract
routing, sending invitations, tracking RSVPs, preparing nametags, etc.
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e Assist Campaign Director to facilitate Campaign Committee meetings, including date and location
scheduling, attendance, agenda and materials preparation, and taking meeting minutes.

e Asdirected, facilitate the fundraising activities of volunteer campaign solicitors by providing clerical,
record-keeping, and other administrative support for their prospect identification, cultivation, and
solicitation efforts.

e Assist Campaign Director to develop and maintain an accurate report of campaign progress to date.

PROSPECT RESEARCH

e Conduct prospect research in support of the Campaign and the Major Gifts Program, as requested
by the Chief Development Officer and the Campaign Director.

e Utilize internet and subscription research tools/resources to locate, analyze and interpret financial
capacity and propensity, including compensation information, stocks/options and retirement plans,
property transactions, and philanthropic interests

e Prepare written reports including biographical and business information, financial assets, areas of
interest and philanthropic support, and affiliations

e Maintain Raiser’s Edge database specific to prospect research

> QUALIFICATIONS:

e Bachelor’s degree or comparable experience.

e Minimum two years administrative support experience required.

e Nonprofit development experience preferred.

e Demonstrated ability to retrieve, analyze, and synthesize information gathered from varied sources.

e Prospect research and data analysis experience, and an understanding of financial terminology and
wealth indicators to assess income, assets, and philanthropic activity strongly preferred.

e Experience with online databases and resources such as Hoovers.com, Dun & Bradstreet,
Foundation Center Research On-Line, SEC documents, Lexis-Nexis, WealthEngine, etc. preferred.

e Strong verbal and interpersonal communications skills.
e Excellent research, writing and editing skills (writing sample may be requested).

e Organized and efficient, capable of managing multiple projects with competing priorities to the
highest standards in a timely manner while remaining flexible and having fun.

e Accurate and impeccable attention to detail.

e Proactive self-starter requiring minimal supervision, but also works well on team.
e Experience working with high level volunteers and donors preferred.

e Customer service (especially phone) experience highly desirable.

e Proficient with Microsoft Office, basic publishing software such as Adobe Photoshop and InDesign,
and Raiser’s Edge (or equivalent database).Strong commitment to the mission of Save the Redwoods
League.
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> WORKING CONDITIONS/PHYSICAL EFFORT:

e Regularly sits at a desk or computer workstation.

e Frequently moves about the office to collaborate with colleagues.

e Occasionally lifts, carries or otherwise moves and positions objects weighing up to 30 pounds
e QOccasional weekend and evening responsibilities.

e Periodic travel, predominately within California.

e May walk on uneven ground while working off-site.

> COMPENSATION AND BENEFITS:

e Amazing job satisfaction - saving redwoods and ecosystems

e Competitive compensation, commensurate with experience

Medical, vision, dental, 401k, generous paid time off, and more

A wonderful team of co-workers

TO APPLY:

Send your cover letter and resume, along with your salary history and expectations, as attached Word files to:
Jobs@SaveTheRedwoods.org -- please put "Campaign Assistant"” in the subject line of your e-mail. In your

cover letter, please explain how you meet all the required qualifications, and tell us why you are the perfect fit
for our mission and the position.

We are busy in our work, so we appreciate it if you do not call the office. Please direct any questions regarding
applications and opportunities to the email provided above. Thank you!

Save the Redwoods League is an Equal Opportunity Employer. And, pursuant to the San Francisco Fair Chance
Ordinance, we will consider for employment qualified applicants with arrest and conviction records.
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