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Job Title: Data and Administrative Assistant

Salary: $40,000 - $45,000

FLSA Status: Permanent full-time

Reports To: Development and Communications Director

Location: Olympia, WA

Application Deadline: Open until filled — applications will be reviewed starting April 17,
2023.

March 24, 2023

Data and Administrative Assistant
Job Posting

Capitol Land Trust (CLT) is seeking a Data and Administrative Assistant to
provide administrative support, data analytics and measurement, and research to support
fundraising and communication operations of the organization.

This position will improve and support the organizational and financial sustainability of Capitol
Land Trust. The candidate who fills this role will be an integral part of the organization and
team. By focusing on data, analytics, and administrative tasks this position helps free up other
staff to be able to meet with members, collect communication content and make strategic
decisions. This role positively impacts our collective ability to raise the goodwill of the
organization, report on our growing impact in the community, and sustain and raise more funds
to support our mission.

Capitol Land Trust is seeking a team-oriented candidate who has a database mindset, pays
attention to details, and can make connections between people and systems. The candidate for
this role does not need to know the basics of fundraising, communications, or land conservation
at the onset, but they should have an interest in and willingness to learn about them in order to do
the job effectively. This role is ideal for someone who enjoys manipulating data to learn insights
that will affect positive change. The right candidate will have experience working with data as
well as providing administrative or customer support.

Capitol Land Trust has a culture of positivity, empathy, and gratitude that is shared by its staff
and board members. Giving staff the tools and support they need to be successful is prioritized
and self-care is encouraged. The current work environment includes a hybrid work model of
working from home and working from the office while also accommodating a flexible schedule.
The successful candidate must be willing to relocate to the greater Olympia area to work in
person at least one day a week with other staff members.
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DUTIES & RESPONSIBILITIES:

Data Management:

Manage donor database, Little Green Light, to keep it up to date and to assure the
integrity of donor data.

Manage Little Green Light’s integration with stewardship software, Landscape, and other
software systems such as Mailchimp.

Understand how data is used by staff, board, and volunteers in order to support the
organization’s efforts to make data-driven decisions.

Create and manage systems and processes for gathering and analyzing development and
communications data.

Log and measure communication outputs, outtakes, and outcomes.

Research and procure survey tools, conduct surveys, and analyze results.

Establish sentiment baseline and measure trends across stakeholder segments.

Produce reports and interpret findings to guide greater communication and fundraising
effectiveness.

Administration:

Provide administration support for donor stewardship activities such as preparing and
sending mailings, answering phone and emails, scheduling meetings, and helping staff
stay on top of tasks.

Support implementation of the organization’s development plan for both operating and
capital fundraising.

Process donations, manage credit card processing and bank deposits.

Ensure thank you notes and receipts go out to donors on time.

Research donors and prospective donors for their history, networks, and capacity.
Assist staff and volunteers with their use of Little Green Light.

Work collaboratively with the communications team to secure resources for donor
communications.

Support event logistics.

Assemble and disseminate Board materials in preparation for board meetings and support
board members’ administrative needs.

Engage in other duties as assigned.

QUALIFICATIONS:

Strong data management and administrative skills and/or demonstrated to be highly detail
orientated and organized.

Comfortable working with customer relations databases and Excel to accurately record
information and create reports to track progress toward goals.

A strong desire to be a part of and support Capitol Land Trust’s community to achieve
our goals and mission.

Ability to work independently and be self-directed, while also working

collaboratively and effectively as part of a team.
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e Demonstrated ability to be proactive, creative, and strategic, while working
independently.

e Desire and ability to learn new skills.

e Excellent and professional interpersonal skills in person, by phone, and by email.

e Ability to take initiative and identify opportunities to improve systems and processes.

e Ability to anticipate project needs, set priorities, and manage many overlapping priorities.

e Ability to solve problems quickly while under pressure.

e Nonprofit fundraising experience preferred but not required.

e Relevant work experience or education — may include development, communications,
customer-centered sales, data or project management, volunteer coordination, or
administrative work.

e Willingness to work evenings/weekends occasionally for an event.

o Commitment to the principles of justice, equity, diversity, and inclusion.

e Be familiar with and adhere to Capitol Land Trust’s policies and procedures and foster a
work environment characterized by integrity, collaboration, listening and continuous
improvement.

BENEFITS:

Capitol Land Trust offers a comprehensive benefits package and a supportive and positive
work environment with opportunities for professional development. The benefits package
includes paid vacation, holidays, and sick leave. Capitol Land Trust pays 100% of health,
vision, and dental insurance for full-time employees (not available for dependents) and
contributes to a retirement plan. We value work/life balance. The current work environment
includes a hybrid work model of working from home and working from the office while also
accommodating a flexible schedule. This is an equal opportunity, full-time position located in
the greater Olympia, WA area.

APPLICATION INSTRUCTIONS AND PROCESS:

For consideration, please email a cover letter and resume with relevant experience as a single
pdf to Alison Beglin at alison@capitollandtrust.org. Include “Data and Administrative
Assistant” in the subject line. Applications will be reviewed starting April 17, 2023. The
position is open until filled.

Applications will be reviewed for consideration and then if relevant, applicants will be
emailed in order to schedule a 1-hour interview with two to three interviewers from Capitol
Land Trust. If necessary, a second 30-minute interview will be scheduled. Capitol Land Trust
will work with applicants to find an interview time and method (in-person or online) that
works best for all. Interview questions will be provided prior to the interview.

ORGANIZATIONAL COVID-19 VACCINATION INFORMATION:

Capitol Land Trust requires its employees to receive the COVID-19 vaccination. As a
condition of employment, the successful candidate will be required to provide proof of their
COVID-19 Vaccination as part of the hiring process. Requests for medical and religious
exemptions will be considered.
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ABOUT CAPITOL LAND TRUST:

Capitol Land Trust, established in 1987, conserves vital natural areas and working lands in
the South Puget Sound and Chehalis River watersheds, for their ecological and community
benefits. Our 2021-2025 Strategic Plan sets forth ambitious goals for protecting marine
shorelines, wetlands, rivers, and their connected forests and working lands. It also sets forth
ambitious goals to engage the communities more deeply where we work by increasing
community connection and support through hands-on engagement with Capitol Land Trust
properties and activities.

ORGANIZATION VALUES:

Recognizing and respecting diverse values and interests, we identify common ground and
shared community goals, make the most of limited funding, solve problems, and build
partnerships to accomplish our goals. Our work adheres to high standards indicated by our
national accreditation by the Land Trust Accreditation Commission. We continually strive to
maintain and improve effectiveness, efficiency, and accountability. These aspirations are
built on a foundation of organizational values, which include:

o Listening — We genuinely listen to each other, valuing different opinions. Over the next
five years, we know that we cannot grow and improve without feedback from our
members and the greater community. As we take on new projects and develop new
partnerships, listening with intention and sincerity and receiving feedback and
suggestions with grace will be a vital part of our success.

o (Continuous improvement — We offer and seek personal and professional development
to advance our skills and stay current with trends in conservation.

e [ntegrity — We act with honesty, transparency, fairness, and respect in all aspects of our
operations.

o C(Collaboration — We actively seek diverse partners and perspectives as we develop
programs and projects. This collaboration includes communities that have not
traditionally been part of the conversation.

o Commitment to Diversity, Equity, and Inclusion - We are committed to creating an
equitable and inclusive work environment. Diverse candidates are encouraged to apply
for this position. We are an Equal Opportunity Employer.

e Strategic investment — We use our broad expertise to make the most strategic
investments of our resources and look for conservation projects which have a lasting
impact.

e Stewardship - We steward these places and partner in our communities so these
conserved landscapes can endure, supported by generations of conservation leadership
and hard work.
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