
 Rainier DMM 

Position: Non-Profit Account Support & Digital Content 

Wage: $25-$30/hour; estimated 10-20 hours/week   

Rainier Daily Money Management (DMM) provides administrative support for individuals, families, and small 

businesses.  The position will be part-time to begin with and as the company continues to grow there is the possibility 

for the position to grow also.     

The Non-Profit Account Support & Digital Content position will assist with supporting the mission and operations of a 

local non-profit whose mission is to support amateur sports and civic betterment in Pierce County. This position is 

responsible for assisting in the coordination of events, managing communications, and assisting with day-to-day 

administrative needs tied to the organization’s community outreach, scholarship programs, and athletic recognition 

efforts. The role also includes light financial and administrative support for Rainier DMM’s broader operations. This is a 

hybrid work position with occasional work on site at client locations and at RDMM office required.  

The ideal person is technology savvy, has a desire and the ability to work with clients of all ages, an entrepreneurial 

spirit, and an interest in helping to make our community a better place. 

Must Have: 

• Age 21 or older.

• At least 2 years post-secondary education or administrative work experience.

• Be interested in helping people and the community.  The work that we are doing helps better the lives of

individuals and the community.

• Respect all individuals regardless of their race, gender, religion, socio-economic or education.

• Proficient in Microsoft Office Suite and MS365 (Excel, Word, SharePoint, Publisher, PowerPoint, OneNote,

Outlook), with skills in formulas, formatting, filters, and mail merge; experienced in website editing, creating

presentations, managing documents, and coordinating calendars.

• Familiar with Adobe Creative Suite, Photoshop, InDesign, and Illustrator, and other graphic design programs.

• Experienced in managing and updating website content across various platforms.

• Experience navigating and maintaining social media presence for business accounts.

• Be able to work with people across all generations Gen Z to Boomer and adapt to their technology knowledge

and comfort.

• Eager to learn and grow professionally and personally.

• Have a driver’s license, insurance, and reliable transportation.

• Flexibility in schedule.

• General understanding of business operations.

Location: Pierce County  

Work is a hybrid of remote and in-person.  Most in-person work is in the Tacoma/Puyallup area. 

This is currently a contract position. As a contract position the new team member will receive a 1099 at the end of the 

year for their compensation.  Compensation does not include: withholding of any taxes, vacation, sick time, retirement, 

medical benefits, or unemployment. Background check is required.   

To apply, please email your resume along with a cover letter that highlights your Microsoft and digital design skills to 
info@rainierdmm.com.


