UNITED WAY OF SOUTHEASTERN PENNSYLVANIA
Senior Administrative Assistant
The United Way of Southeastern Pennsylvania’s mission is to improve people’s lives by mobilizing the caring power of donors, volunteers and communities.  We have an excellent opportunity for a seasoned Senior Administrative Assistant to join our Resource Development team.  The ideal individual will perform a broad array of administrative and office management tasks supporting the strategic objectives of the Resource Development Department.  Providing key support to the Senior Vice President of Strategic Philanthropy, the Senior Administrative Assistant plays a central role to ensure the appropriate coordination of schedules, workflow to the Senior Vice President, meeting management, appropriate utilization of the Senior Vice President’s time, as well as other factors contributing to the overall efficiency and goals of the department, including managing all scheduling and tracking systems for the Targeted Accounts CEO Visits process and Volunteer Recruitment.
Qualifications include a high school diploma, completion of a certified business school is a plus, Bachelor’s Degree preferred.  Minimum of five (5) years secretarial, administrative and/or business experience required.  Successful candidate must be able to handle and maintain confidential, highly sensitive information.
Essential Functions:

· Provide office management and administrative support to the Senior VP of Strategic Philanthropy.  Work is heavily focused on calendar management/scheduling for the Senior VP, workflow and information management to enable the Senior VP to focus on fundraising strategy and organizational priorities.  Also provides administrative support for VP of Relationship Management, and Associate Vice President of Resource Development.
· Senior Administrative Assistant will accurately and smoothly coordinate all appointments with the CEO and executive team, external corporate leadership, fundraising events, as well as departmental meetings with staff and individuals.  Will also ensure that all meeting materials and information needed by Senior VP are available throughout the day.
· Senior Administrative Assistant will schedule all CEO Visits.  This requires close coordination with Executive Assistants of company CEOs, Cabinet Members and with UWSEPA Senior Staff. 

· Cabinet Meeting Management:  volunteer recruitment documentation, working with the Campaign Chair and his Executive Assistant in preparing for planning meetings and Cabinet meetings – this includes tracking attendance, preparing materials and scheduling all meetings.

· Senior Administrative Assistant will acquire and maintain a solid working knowledge of the United Way system, and fundraising activities, strategies, actively participating in department meetings and other activities as appropriate.

· Prepare, proof, and edit correspondence in collaboration with the Senior VP, Strategic Philanthropy.  Develops forms and complex reports and prepares presentations using Microsoft Office and related software.  Gathers information for projects from ANDAR.

· Handle incoming/outgoing telephone calls, visitors, answers questions, and provides information to employee campaign customers and volunteers.  Works closely with all Resource Development staff to support the performance and campaign objectives.

· Create and maintain key committee mailing lists using database and other tools to enable close communication/contact with community leaders by RD management.

· Create, maintain and update customer information of Cabinet Mailing List in ANDAR for President’s Updates that go out through Velocity.

· Assist with all general administrative duties of the department, suggesting activities and/or process improvements.

· Provide back-up administrative support for the Executive Assistant to the President when she is out of the office; this mainly includes monitoring President’s calendar for the day, covering urgent calls, e-mailing all phone messages and requests to the President throughout the day, and obtaining signatures from the President on behalf of staff when materials are time-sensitive.

· Act as a liaison to Marketing and Communications Department in fulfilling requests for campaign statistics, reports, contact information, company logos, Cabinet member photos, etc.

· Other duties as assigned.

The successful candidate is able to handle multiple priorities under tight timeframes while maintaining customer focused.  S/he is comfortable and poised when interacting with all levels of management, both internal and external to United Way.  Manages and plans proactively and anticipate needs in preparation for department strategies and events.  S/he have the ability to delegate projects and tasks to Campaign Assistants within the department; and have the ability to lead monthly meetings with Campaign Assistants and relate input and questions back to Senior Vice President of Strategic Philanthropy and Associate Vice President of Resource Development. This position requires proficiency in Microsoft Office Applications (Excel, Word, Outlook and PowerPoint); the successful candidate must be able to create PowerPoint presentations and be comfortable presenting slides to large group meetings with multiple speakers.  In addition, s/he have the ability to learn quickly, have knowledge of complex Campaign software and experience performing database queries and run reports is preferred. 
For consideration, please respond with a cover letter and resume to United Way of Southeastern PA, 1709 Benjamin Franklin Parkway, Philadelphia, PA  19103, or e-mail to:  HRC@uwsepa.org.  Resumes without a cover letter will not be considered.  No phone calls.  EOE

