If U Love Me

	Job Description


	Job Title:  Admin/Marketing Assistant
	Reports To:  Executive Director

	Revision Date:  March 2022
	Job Type: 1099 Contractor; Part Time (~20 Hrs/wk)


The Admin/Marketing Assistant fulfills a variety of administrative, marketing and research tasks for the Executive Director. This is a part-time 1099 contractor position that is paid an hourly rate. As a 1099 position, the location where work is performed and the work schedule will be determined by the Admin/Marketing Assistant. 
	Essential Job Functions


· Assist the Executive Director with day-to-day administrative tasks such as:
· Scheduling, planning and conducting events such as presentations and booths at conferences
· Managing accounts payables and receivables using QuickBooks and prepare financial reports

· Reconcile all bank accounts and credit cards each month 
· Document internal processes and procedures related to duties and responsibilities
· Document Board of Director Meeting Minutes
· Assist the Executive director with various marketing tasks such as:

· Maintaining website and social media sites

· Making phone calls to prospective organizations

· Preparing, proofing and sending letters, emails, marketing materials and newsletters
· Maintain the on-line constituent directory (Little Green Light CRM software)

· Research opportunities where If U Love Me can participate in events such as conferences
	Essential Job Skills


Education and Work Experience
· Proficient in Microsoft Office software, primarily Word, Excel and Outlook
· Proficient in using a computer and general office equipment
· Demonstrate a very high ability to perform detail work quickly and accurately
· Strong organization skills
· Basic QuickBooks and accounting skills

Physical Requirements

Position requires the following physical activity:

Sitting, standing, walking, typing, lifting and/or carrying up to 30lbs, crouching, bending, kneeling, stretching.

This job description is not intended to be all-inclusive. The Admin/Marketing Assistant may be required to perform other related duties as required to meet the ongoing needs of the organization.
For more information about If U Love Me and our ministry, visit www.IfULoveMe.org. 

Submit Resume to Admin@IfULoveMe.org. 
