STAR Administrative Consultant 

Shipyard Trust for the Arts (STAR) is seeking an Administrative Consultant.  The Administrative Consultant oversees and carries out the administration of STAR’s non-profit organization and its programs. This is a part-time position at 5 hours per week, with additional hours as needed for running the annual benefit Art Auction and at other times, if needed.  The person in this position operates as a consultant, not as an employee.

The ideal candidate will be a highly organized self-starter, able to work independently to prioritize changing task schedules during the course of the year, anticipate deadlines, be able to work well under pressure, and be comfortable and diplomatic when dealing with artists and the public. Must have experience with Quickbooks, Word, Excel, FileMakerPro or Access (database programs), and email programs (STAR uses Constant Contact).  Must be comfortable and willing to learn new software programs when necessary.

The Administrative Consultant should have experience functioning as an office manager for a minimum of 5 years or running his/her own business for 2 years plus, or an equivalent combination of experience.  He or she must have working knowledge of basic office systems, including how to prepare business letters, reports, lists, and maintain filing systems.  To carry out all of these functions, the AC should have strong typing skills of at least 50 WPM 

The Administrative Consultant independently handles administrative tasks for the organization with minimal supervision, including the following: 

General administrative/secretarial assistance:
Answer phone/e-mails; returning calls/emails 

Update STAR documents as needed

Pick up STAR’s mail (from P.O. Box and STAR’s box at Shipyard and decide how to handle on his/her own, or pass to appropriate board member.

Filing (includes maintaining effective filing systems)

Communication with Board Members via email/phone/in person

Work closely with STAR Board Members to ensure programs and committees

 run efficiently

Maintain efficient office systems (filing systems, reporting systems); ensure 

sufficient office supplies are on hand for both daily needs and specific events

Maintain STAR website (using “Square Space” internet software)

Other duties as assigned.

Bookkeeping: (under guidance of Board Treasurer)

Maintain/update Quickbooks

Reconcile checking and money market accounts

Track and coordinate payment of monthly, quarterly, annual and biannual bills

Prepare and file State Quarterly Sales Tax 

Prepare/send 1099 forms for any consultants

Prepare annual financial information for accountant and coordinate filing taxes 

with accountant and the Board

Other duties as assigned

Administrative responsibility for STAR's Annual Fundraising Auction  

Tasks include using Greater Giving auction software and hardware and coordinating information with FileMaker and Quickbooks.  Hours for this project are to be established as needed during this time, however it will generally require a minimum of 40 hours per week for the week leading up to the auction plus extra hours during November and December for handling post-auction issues. 

The auction is held during Fall Open Studios at the shipyard, which is typically on the last weekend of October or the first weekend of November.  The Administrative Consultant must plan ahead for this event, with many pre-planning tasks begun in August.


a. Data entry of artwork, artist info, donations, buyers, auction info


b. Create/maintain mailing lists


c. Create/maintain auction website

d. Send e-mail announcements about the event via Constant Contact

e. Coordinate with Auction Committee on various aspects of planning and

 running the auction.

f. Handle the auction tasks on days of event during Fall Open Studios, including coordinate with Shipyard staff, volunteers and STAR staff, process sales.

g. Post-auction: calculate commission checks for artists, create and send thank you letters to donors and supporters, calculate final auction totals and prepare auction report for board.

Pay

The Administrative Consultant will be paid as an independent consultant at the rate of $20-25 per hour, depending upon skills and experience.  

Application Deadline is January 22, 2012, with a desired start date of February 1, 2012

Email Resume to:  info@shipyardtrust.org
Mail Resume to:  PO BOX 880083 

     San Francisco, CA  

     94188-0083

Good Luck!

