
Administrative Coordinator

Job Announcement

The 30 Mile River Watershed Association (30 Mile) is a small, environmental nonprofit
organization based in Farmington and Mt.Vernon, Maine. Our mission is to work as a
community for clean and healthy lakes, ponds and streams in our watershed. Our
organization is growing rapidly, and we’re looking for someone extremely organized and
detail-oriented who will provide key support for our team. This is currently a part-time
position that may grow in the future.

Major Responsibilities:

FINANCIAL
● Maintain all financial records in Quickbooks Online

○ Record expenses and deposits
○ Create invoices
○ Maintain vendor records
○ Reconcile Quickbooks with bank statements and donor database monthly
○ Track grant expenditures and other restricted funds
○ Calculate and record year-end allocations of expenses

● Manage payment of invoices
● Process donations, including entering in donor database (Little Green Light) and

processing and overseeing credit card transactions
● Prepare and make bank deposits
● Create monthly financial reports
● Assist with annual budget setting process
● Assist with annual tax filings (Form 990 and 1099)
● Work closely with the Executive Director, Treasurer and Finance Committee to

implement and follow appropriate fiscal policies

PERSONNEL
● Process payroll (bi-weekly)
● Manage and process employee hiring paperwork
● Assist with hiring and on-boarding summer staff (application review, scheduling

interviews)



● Create and manage summer staff schedules

ADMINISTRATIVE
● Design and maintain efficient office systems to manage day-to-day operations
● Manage filing and record keeping
● Support the Executive Director and Board in creating and updating policies and

procedures
● Collect and distribute mail
● Manage inventory of office supplies
● Review insurance policies to ensure necessary coverage
● Manage sales from 30 Mile’s online store

○ Process orders
○ Communicate with customers when questions arise
○ Update customer information in database
○ Run and reconcile monthly reports

● Manage computer software and hardware needs
● Support Executive Director in general operations and administration as needed

(board communications, scheduling meetings,etc)
● Perform other tasks as needed. As a small, collaborative team, each team

member contributes to the smooth functioning of the organization in a variety of
ways, which don’t always fall under each member’s job description.

Qualifications:

● 3+ years of relevant bookkeeping experience
● Experience and proficiency with a variety of software and platforms, including

Microsoft Office, Google Suite, Quickbooks Online, and donor databases. Must
have flexibility and ease with learning new software.

● Highly organized, with strong attention to detail and accuracy
● Ability to work efficiently while effectively prioritizing a variety of tasks and

projects simultaneously with an organized and methodical approach
● Experience with personnel management
● Strong problem solving and troubleshooting skills
● Ability to work independently and collaboratively with a small team
● Excellent customer service skills, with ability to communicate clearly and

effectively
● Willingness to support colleagues and jump in at all-hands-on-deck moments
● Appreciation for and interest in 30 Mile’s mission



Work Location:
30 Mile’s offices are currently in Farmington, Maine, but moving to Mount Vernon, Maine
this summer. We work via a flexible, hybrid model, with staff splitting time between the
office, home, and the field as their roles demand. This position requires occasional
nights and weekends. This position will report to the Executive Director.

Compensation:
The wage for this part-time position (20-30 hours/week, year-round) is $19-22/hour with
generous paid time-off, matching Simple IRA contributions, and mileage
reimbursement.

How to Apply:
Interested candidates should email a cover letter and resume (as a single PDF file) to
Lidie Robbins, Executive Director, at lidie@30mileriver.org. We are looking to fill this
position as soon as possible. Applications will be reviewed on a rolling basis until the
position is filled, beginning on February 5th.

mailto:lidie@30mileriver.org

