Nebraska CASA Association

Marketing and Administrative Coordinator
Job Overview
Nebraska CASA Association

The mission of the Nebraska CASA Association is to work with National CASA Association to support the development, growth and continuation of local CASA programs which recruit and train volunteers who speak in court for the best interests of abused and neglected children. 

Primary Responsibility
Assist with Nebraska CASA Association operations.
Pay
$10.50 - $12.00 per hour (15-20 hours/week)
Benefits

No benefits
General Responsibilities

· Assist with financial management of the organization

· Maintain organizational filing system

· Manage business communications
· Assist with managing information and publishing updates to the agency website

· Assist with strategic reporting and development of reports

· Assist with donor recognition
· Assist in coordinating training conferences and special events
· Work with Nebraska and local program CASA staff and board members as needed

· Maintain confidentiality of organization and individual information

· Other responsibilities as needed

Knowledge, Skills and Abilities
· Excellent computer skills with proven proficiency in QuickBooks and Microsoft Office programs (Word, Excel, and Publisher)
· Experience with or willingness to learn donor tracking software
· Experience with or willingness to learn social networking
· Excellent oral and written communication skills
· Ability to work independently and as a team member with initiative and flexibility
· Ability to maintain accurate statistical program data, files, and financial records
· Commitment to CASA goals, mission, and standards
Other Qualifications
· Driver’s license and personal automobile insurance meeting Nebraska’s requirements
· Demonstrated commitment to Nebraska CASA Association and its mission
To Apply
Submit cover letter, resume and references to Gwen Hurst-Anderson, Executive Director, Nebraska CASA Association, 1618 L Street, Lincoln NE 68508-2509 or electronically to necasa.gwen@gmail.com. 
Closing Date

Open until filled.






