
   Job Announcement 2/27/2020 

 

Job Title: Administrative Assistant 

 

Position Summary:  

 The Administrative Assistant is the primary staff person charged 

with supporting PLC’s daily activities. This is a part-time position that 

reports to the Executive Director. The position is anticipated to require 15-

20 hours per week. 

 

Primary Job Responsibilities 

1. Assist with PLC’s financial systems including: 

a. Quickbooks 

b. Payroll 

c. Bank Deposits and online accounts 

2. Support PLC staff with overall office management including: 

a. Phone calls and office arrivals 

b. Computers and technology 

c. Printing 

d. Office Supplies   

3. Support PLC’s land protection team with various tasks, grant management, etc. as may 

be needed. 

4. Support PLC’s development team with various tasks including filing, volunteer 

coordination, mailings, newsletter productions, etc. 

5. Support PLC’s executive director with record keeping, preparation of Board meeting 

materials and general office administration. 

 

Essential Job Requirements: 

 

Education: Minimum – Bachelor’s Degree preferably in accounting or similar degree.   

       

Experience: 3-5 years of experience in a similar role at a small business or non-profit organization. 

 

Required Skills:  

1. A personal commitment to the mission of Piedmont Land Conservancy. 

2. Excellent team member – ability to work with others, respect for all team members and ability 

to foster and maintain an enjoyable, rewarding and productive workplace. 

3. People skills – must have an ability to interact with individuals from different backgrounds, 

ages and socio-economic levels in a manner that positively reflects the values of PLC. 

4. Self-motivation – comfortable working independently on multiple projects simultaneously, 

strong organizational and time management skills, a commitment to accuracy and integrity in 

all aspects of the job.   

 



Benefits 

1. Salary commensurate with experience. 

2. Paid annual leave. 

3. Simple IRA with company contribution, currently 3% of salary. 

4. Flexible workplace and scheduling. 

5. Mileage reimbursement for travel. 

 

Timing 

 Applications will be received until the position is filled.  

 

Please send resumes to: 

Piedmont Land Conservancy 

Attn: Human Resources 

P.O. Box 4025 

Greensboro, NC 27404  

or 

info@piedmontland.org 

 

 

All inquiries will be kept in strict confidence.   

mailto:kredding@piedmontland.org

