
 
Administrative Assistant  

Job Description 
 

FutureHeights is a nonprofit community development corporation with a mission to inspire and facilitate 

communication, collaboration, engagement and empowerment across our communities to ensure a vibrant 

and sustainable future for Cleveland Heights and University Heights, Ohio.  
 

The Administrative Assistant is an hourly, part-time position that reports to the executive director. The 

Administrative Assistant fills a critical clerical support and coordinating role. General duties include data 

entry; coordinating volunteers; responding to telephone inquiries; interaction with members of the 

FutureHeights Board of Directors, members/donors and the general public; assisting with special events; 

and overall clerical support.  
 

Responsibilities include: 

 Provides administrative support to the Executive Director, Board of Directors and its committees and 

task forces. 

 Manages the telephone, providing assistance and appropriate direction to callers. 

 Maintains DonorPro donor database. 

 Manages large mailing projects, including bulk mailings. 

 Maintains Constant Contact e-mail database. 

 Demonstrates a high level of professionalism in dealing with confidential and sensitive issues. 

 Assists in the maintenance of the FutureHeights website. 

 Assists with the planning and execution of special events and public programs.  

 Performs other duties as assigned by Executive Director. 
 

Qualifications:  The preferred candidate will have at least two years experience with office management, 

preferably in the nonprofit sector, and experience working with volunteers and the general public. The 

ideal candidate will possess excellent written and verbal communication skills, be detail-oriented and 

self-directed, and demonstrate a strong ability to work well with a wide range of individuals and groups. 

Proficiency with Microsoft Office suite, mail-merge, spreadsheets, and databases is essential; experience 

with websites highly desirable. Applicants should possess the ability to exercise independent judgment 

and take initiative. Familiarity with or an interest in Cleveland Heights and University Heights is 

preferred.     
 

Compensation commensurate with experience. Work schedule is approximately 15 hours per week. 

Hours can be somewhat flexible upon mutual agreement with supervisor. Some evenings or weekends are 

required to attend FutureHeights-sponsored events. 
 

To apply, submit resume, cover letter and references to:   

Executive Director, FutureHeights 

2843 Washington Blvd. – Suite 105 

Cleveland Heights, OH  44118  

Or e-mail dbfisher@futureheights.org  

No phone calls please. To learn more about FutureHeights, visit www.futureheights.org. 


