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Administrative and Marketing Manager:

The Nonprofit Center of the Berkshires is a fast-growing support organization for hundreds of nonprofits in
Berkshire County seeking an experienced, growth-oriented Administrative and Marketing Manager. This is a
full-time 35 hours per week position with a flexible schedule and the convenience of working from home that

will place you at the center of nonprofit development in the Berkshires.

As the Administrative and Marketing Manager, you will help create resources as well as connect nonprofits to
existing resources through a wide variety of programs and services including referrals, webinars, networking
events, publications, volunteer vehicles, communications and advocacy. This person is a key player in a small
but mighty team whose efficiency and effective impact directly leads to the success of the organization,

allowing for continued innovation and growth internally as well as within the Berkshire nonprofit sector.

Founded in 2016, the organization has 150 nonprofit members, 40 business supporters, dozens of community
partners and funders as well as a strategic board of directors and advisory boards you will connect and
collaborate with. Join our team and help nonprofits connect, learn and grow through responsive, innovative

and affordable solutions.

Responsibilities
Administrative Functions:

e General administrative support (purchasing, Google Drive, board support, research, reporting
and other duties as needed)

e Program, event and project management support including registrations, promotion, research,
tracking & reporting, communications

e Membership communications, renewals, promotion, tracking in Little Green Light database

e Quickbooks invoicing, income and expense entry

e Fundraising support (mail merge, mailings, acknowledgement letters) and donor data entry

Marketing functions:

e Collaborate with Executive Director to shape the message and brand voice, and develop
marketing and communications plans to promote membership and increase awareness of NPC
programs, events, services and resources

® Grow a successful communications program and support NPC’s fundraising efforts through

press releases, email campaigns, newsletters, website, and social media
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e Lead digital content creation, write and edit content for website, social media and email
marketing efforts (creativity and graphic design a plus)

e Keep website relevant and up to date

® Manage all aspects of NPC’s social media presence

e Monitor, report and present on online engagement analytics

e Implement surveys of membership and program participants

Qualifications:
e Bachelor's degree and 4 or more years related experience or the equivalent combination of
experience and education
e Excellent interpersonal, oral, and written communication skills
e Strong organization, time management, and attention to detail/accuracy
e Able to work with little supervision
e High level of computing proficiency with interest in developing new skills
e Ability to handle sensitive information and maintain confidentiality

e Strong commitment to excellence and customer service

Hours and Compensation: This is a 35 hours/week position. Salary range for this position is $35,000-$42,000
and is commensurate with experience. Benefits include three weeks paid vacation, personal and sick time,
flexible schedule and work from home, professional development opportunities, monthly wellness stipend,

and Simple IRA with company match.

To Apply: Email a cover letter and resume to Liana Toscanini/Executive Director, liana@npcberkshires.org.
Subject line should include your last name and the word Resume. Applicants are encouraged to apply early, as

applications will be considered on a rolling basis.

Nonprofit Center of the Berkshires is a Fair Employment Practices/Equal Employment Opportunity/disability
accessible employer committed to maintaining a diverse workplace. Qualified candidates from diverse

personal, cultural, and ethnic backgrounds are encouraged.



