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Position: Administrative Assistant & Volunteer Coordinator 
 
With a mission to promote sustainable land use, Oxbow Farm & Conservation Center includes a 
25-acre organic farm, an education center, and native plant nursery located on 200 acres of 
forest and valley land in the Snoqualmie Valley, 25 miles east of Seattle. The farm supports a 
700-member CSA and supplies local restaurants and independent grocery stores with local, 
organic produce. Our education center, which has a working small farm and Living Playground, is 
committed to teaching children about sustainable agriculture and the environment. At Oxbow 
children see firsthand where their food comes from, where salmon spawn, and understand why 
we need to protect both. The Native Plant Nursery, built in 2013, is a production, research and 
education facility. We aim to grow the highest quality native plants for restoration, mitigation 
and landscaping, using ecologically sound practices, and foster research and education that 
contribute to the restoration and nursery-growing community. 
 
 
POSITION OVERVIEW 
The Administrative Assistant and Volunteer Coordinator directly supports the Finance & 
Operations Manager and Executive Director and provides overall administrative support to the 
organization relating to customer service, phone and email communication, and administrative 
tasks. This position is responsible for carrying out financial accounting and reporting tasks, 
including invoicing customers and following up on payments in QuickBooks as well supporting 
the backend of our on-line sales of our farm, education and native plant business branches. A 
major function of the position is the coordination of HR recruitment, hiring, on-boarding, off 
boarding, payroll, and employee file maintenance. As Volunteer Coordinator, approximately 
20% of your time will be spent managing our need-driven volunteer program and updating and 
strengthening our volunteer database. 
 
 
JOB RESPONSIBILITIES 
Finances & Accounting, approximately 40% of job function  

 Perform daily financial transactions including posting and recording accounts 

receivable/payable in QuickBooks 

 Prepare customer invoices from purchase orders provided by each business unit 

 Contact customers about aging invoices to stay on top of Accounts Receivables 

 Assist with the preparation of bank deposits 

 Support the financial team in accounting activities including payroll processing, entry 

and coding expenditures and generation of periodic project cost reports 

 Assist F&O Manager to perform month-end and year-end closing in preparation of 

generating Financial Statements 

 Assist with financial analysis and budget preparation/implementation 
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Human Resources, approximately 30% of job function 

 Facilitate the building of job advertisements with management team and establish clear 

timelines of job postings and application deadlines 

 Post jobs on relevant job boards and networks, and maintain up-to-date list of relevant 

and effective sites 

 Maintain communication with candidates (acknowledge receipt of application materials, 

schedule interviews, inform candidates of their status, extend offer letters, etc.) 

 Actively communicate with management team throughout the recruitment process 

using clear tracking tools 

 Perform background checks according to Washington State Law 

 Prepare personnel files and onboarding materials for new hires 

 Inventory personnel files to ensure compliance 

 Facilitate new-hire orientations and all-staff reorientations 

 Facilitate employee engagement events 

 Assist staff with understanding Oxbow policies & procedures 

 
Volunteer Coordination approximately 20% of job function 

 Assess volunteer needs with managers of the Farm, Education, Native Plants & 

Restoration, and General & Administrative branches 

 Create job or project descriptions for all volunteer opportunities 

 Manage the recruitment, retention, and termination of all volunteers 

 Record volunteer names, hours, and contact information in the volunteer database 

 Facilitate volunteer appreciation, i.e.: certificate of appreciation and events 

 Coordinate and set-up volunteer events or projects 

 Coordinate with partner organization on co-managed events or projects 

 
General & Administrative, approximately 10% of job function 

 Maintain office and computer filing systems 

 Answer telephones and provide high-quality customer service  

 Aid in the preparation, set-up and delivery of special events 

 Support managers in a variety of administrate tasks to help ensure business branches 

operate smoothly & efficiently 

 Inventory supplies for all business branches 

 Timely ordering of supplies to keep the all areas well-stocked and functional   
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QUALIFICATIONS 

 Affinity for working in complex systems, looking for efficiencies and creating and 
improving systems 

 Must be able to work in a busy bustling farm environment, staying on task in spite of 
interruptions 

 Attentive mind for attention to detail and ability to multitask 

 Adaptability between working in team setting and working independently 

 Ability to give and receive constructive criticism gracefully 

 Ability to ask questions when uncertain of the directions given and give positive 
feedback when a task is complete  

 Previous experience with Microsoft Office, Outlook and QuickBooks 
 
 
HOURS 
This is a full-time salaried position, generally working 8am to 5pm Monday through Friday with 
occasional weekend work for events. 
 
COMPENSATION & BENEFITS 
This is an entry-level, salaried position paying $28,000 to $32,000 per year with paid-time off, 
paid holidays and access to food from the fields 
 
 
TO APPLY 
Please email a resume, letter of interest, and 3 references to: 
 
Megan Boyce-Jacobs 
Finance & Operations Manager 
Oxbow Farm & Conservation Center 
thedirt@oxbow.org 
www.oxbow.org 
 
Please write “administrative position” in the email subject line and include where you found 
this position in the message body. 
 
Open until filled. We are looking to fill this position immediately.  
 
 

http://www.oxbowfarm.org/

