
 
 
 

Leadership Greater Hartford 
Job Description 

Administrative Assistant 
 

Leadership Greater Hartford (LGH) is a high energy, mission-driven, non-profit organization that 
is passionate about our work. We support and strengthen the local community by training and 
connecting aspiring and established leaders. We believe that the potential for leadership resides 
within everyone and that it can grow if continuously nurtured. 
 
For more than 40 years LGH has been bringing people of diverse backgrounds together to build 
the awareness and mutual trust needed to create constructive partnerships that serve the 
greater good. We believe that when we do our job well, we help to create a culture of 
collaboration, civic responsibility and hope in our region. 
 
LGH is seeking an Administrative Assistant to support our work in four key areas: consulting & 
training, events, membership & fundraising, and office management. Reporting to the Director of 
Finance & Operations, this person will need to become highly skilled in the LGH database (Abila 
Fundraising 50) in order to accurately maintain constituent information and produce reports. 
 
Consulting & Training Responsibilities: 

 Provide logistical support for workshops (catering orders, location rentals, etc.) 
 Gather supplies for workshops 
 Copy and collate information for workshops (handouts, programs, evaluations, etc.) 
 Tabulate and summarize workshop evaluations 
 

Event Support Responsibilities: 

 Track event attendance in the constituent database 
 Create and/or disseminate pre-event communications (email merge) 
 Prepare nametags, table tents and signage 
 Attend and assist at LGH events as needed 
 Manage registration table at events; recruit additional staff when necessary 
 Provide sponsorship and raffle support for Polaris, our annual fundraiser 

 
Membership & Fundraising Responsibilities: 

 Document membership and donation payments in the database  
 Generate correspondence (thank you letters, membership renewals, etc.) 
 Implement annual fundraising appeals 
 Implement annual membership campaign 
 Manage monthly membership renewal efforts 
 Update LGH Alumni Directory information  

 
Office Management Responsibilities: 

 Enter and maintain accurate and current information in the database 
 Prepare constituent reports as requested from the database 
 Purchase office supplies 



 Oversee regular maintenance of office equipment (copier, printers, scanner, etc.) 
 Maintain appearance/organization of office common areas and storage spaces 
 Oversee catering and setup for in-house meetings  
 Escort visitors from the United Way front desk to LGH offices 
 Receive, record and distribute daily mail and ensure outgoing mail gets to mailroom 
 Prepare and process weekly bank deposits 
 Scan and save essential records for bookkeeping purposes 
 Other duties as assigned 

 
Required Qualifications: 

 Strong interpersonal abilities with colleagues, vendors, clients and constituents 
 Strong computer skills (especially Excel, Word, and Outlook) 
 Ability to learn new skills 
 Highly organized 
 Accuracy and attention to detail while appreciating the big picture 
 Ability to multi-task and prioritize 
 Ability to work in a collaborative team-setting 
 Ability to work a flexible schedule as needed (occasional mornings and evenings)  

 
Preferred Qualifications: 

 Driver’s license and a personal vehicle  
 Bilingual and able to read, write and speak Spanish proficiently 
 Prior experience working with constituent databases 
 A personal history/connection with Leadership Greater Hartford 

 
Compensation is $16/hour for 30-40 hours/week and includes a generous benefits package. 
 
To apply, please email a resume and cover letter in PDF format to Larisa Kottke, Director of 
Finance & Operations at larisa.kottke@leadershipgh.org by June 10, 2018. 
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