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ADMINISTRATIVE / DEVELOPMENT ASSISTANT 

 

SCOPE OF WORK 

The Administrative/Development Assistant is responsible for providing clerical support to the 

Executive Director (ED) in the areas of administration, human resources, development, 

governance, communication and office management. S/he reports to the Executive Director (ED) 

and works collaboratively with the Cave Canem team of staff, working fellows, interns and 

volunteers. This is a 21-hour/week, non-exempt position. 

 
RESPONSIBILITIES 

 

Administrative Assistance: 50-60% 

 

 Serves as receptionist and telephone/fax operator, performs data entry and types.  

 

 Corresponds and communicates with founders, directors, fellows, faculty, elders, staff, 

working fellows, interns, volunteers and other stakeholders—and a diverse public, 

including applicants, suppliers, landlord, contractors, government officials, cultural 

partners and others.  

 

 Manages vendor relations. 

 

 Coordinates physical and electronic mailings, whether in-house or outsourced. 

 

 Orders office supplies and maintains appropriate inventory levels.  

 

 Updates and maintains archives, files, board manual, personnel handbook and other 

organizational materials. 

 

 Prepares and disseminates minutes, agendas and other material for board and 

committee meetings as well as general staff meetings.  

 

 Conducts research as assigned. 

 

 Assists with on-site and off-site hospitality. 

 

 Arranges travel and accommodations as assigned. 

 

 Photocopying, collating, errands and other duties as assigned. 
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Development Assistance: 40-50% 

 

 Updates and maintains constituency database. 

 

 Performs queries and prepares reports.  

 

 Assists with research and statistics for grant proposals. 

 

 Assists with completing and maintaining account registrations, contracts and paperwork 

for granting agencies and funders. 

 

 Formats and disseminates appeals and acknowledgments. 

 

 Formats and assembles grant proposals, reports and press kits as needed. 

 

 Other duties as assigned. 

 

REQUIRED QUALIFICATIONS 
 

 Associates Degree or equivalent experience. 

 

 Two-plus years professional experience in arts-and-culture or non-profit environment. 

 

 Interest in Black poetry and the poetry industry in general. 

 

 Strong communication skills, both written and verbal.  

 

 Exceptional interpersonal skills. 

 

 Attention to detail and deadlines.  

 

 Ability to organize, prioritize, be flexible, and handle multiple projects at one time. 

 

 Facility with Microsoft Office product suite, specifically Microsoft Access (or equivalent 

database software), Word, Excel and Outlook. 

 

 Preferred: Experience with constituency database management software and Adobe 

Photoshop. 

 

COMPENSATION 

$15-$18/hour, depending on experience. Benefits include those mandated by State and Federal 

Law and outlined in the Personnel Handbook. Send cover letter and resume to Nicole Sealey at 

nsealey@ccpoets.org. Deadline to apply is Friday, August 10, 2018. 

mailto:nsealey@ccpoets.org

