Program Assistant Position Description


Program Administrative Assistant

Oregon Tilth Organic Education Center Program
Job Description

Part-time, 24 hours per week, non-exempt position. 

Purpose: The Program Administrative Assistant works within Oregon Tilth’s Organic Education Center Program (OEC), which specializes in hands-on education in organic agriculture. This position will assist in administrative duties related to the program including coordinating program outreach and promotion for classes, events, and activities. The Program Administrative Assistant also acts as volunteer coordinator and serves as an instructor for garden-based classes.

This position requires a unique skill-set including: administrative and program marketing skills, volunteer coordination, and experience with tracking and record keeping systems. Background in organic gardening and teaching is preferred.

Within the organization the Program Administrative Assistant interacts with the OEC Program Manager, Garden Coordinator, marketing division, and Executive Director. This position is under the supervision of the OEC Program Manager. 

The duties of the Program Administrative Assistant cover the following areas:

A. Administrative (60% of time)

1. Implement annual press schedule, including press releases and communications for classes, activities, and events.

2. Cultivate media contacts, develop press lists, and coordinate all marketing efforts for OEC program.

3. Website updates, including updating class listings, OEC pages, blog, and social media.
4. Recruit and coordinate volunteers.   

5. Respond to general program inquiries and handle phone and email correspondence in timely manner.

6. Community outreach at special events, conferences, tabling, classes, and meetings. 

7. Assist in procuring donations; process mailings for donated supplies and services, track donations, and follow-up with donors.  

8. Ensure accurate tracking and reporting of program outreach and volunteer hours. 

9. Manage contact information of class registrants and volunteers. 

10. Other duties as assigned.

B. Education (40% of time)

1. Deliver Oregon Tilth curriculum on organic gardening to adults in outdoor hands-on and classroom presentation formats.

2. Prepare materials for classes and coordinate with instructors.

3. Write garden articles for bimonthly In Good Tilth publication.

Job specifications

24 hrs per week

Non-exempt

The qualifications for the job of the Program Administrative Assistant include the following:

A. Education and Experience

1. Bachelor’s degree or equivalent work experience

B.  Computer Skills

1. Online Communications

2. Word Processing and Spreadsheet
3. PowerPoint 

4. Database systems
C.  Skills

1. Writing

2. Communication

3. Organization

4. Detail oriented

5. Multi-tasking

6. Public speaking

7. Time management

D.  Specific Skills and Experience
1. Experience in program outreach and marketing.

2. Proficiency creating and implementing tracking and database systems.

3. Competency recruiting and coordinating volunteers.
4. Strong public speaking, written, and verbal communication skills. 

5. Experience teaching adults in a community based setting preferred. 

6. Background in organic vegetable gardening/sustainable agriculture preferred.
7. Ability to work independently and as part of a team.

8. Ability to work some evenings and weekends.
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