
 
 

POSITION ANNOUNCEMENT 
Administrative Assistant 

Full-Time (Exempt) 
 
 
Teaching for Change, a national social justice-focused education non-profit in Washington D.C., 

is pleased to announce an opening for a full-time Administrative Assistant. 

 

Teaching for Change provides teachers and parents with the tools to create schools where 

students learn to read, write, and change the world. Program areas include professional 

development for educators, parent organizing, and publications, including a progressive 

bookstore at Busboys and Poets (14
th

 and V Streets, NW). 

 

The Administrative Assistant will play a key role in supporting Teaching for Change’s 

management, development, and programmatic success. The position includes bookkeeping, 

database management, recordkeeping, and various administrative tasks. The Administrative 

Assistant will work closely with the Executive Director and Associate Director. Strong 

candidates will demonstrate excellent attention to detail; experience with accounting, 

fundraising, or similar software; strong communication skills; and the ability to work with a 

diverse staff, board, and constituency.  

 

RESPONSIBILITIES WILL INCLUDE: 

Bookkeeping 

1. Donations processing 

2. Credit card entries and reconciliation 

3. Petty cash payment entries, payments, and reconciliation 

4. Accounts payable: entering bills and preparing payments  

5. Accounts receivable: entering, tracking, and pursuing past due payments 

6. Receive payments and prepare deposits 

7. File paperwork 

8. Weekly reconciliation of bank statement 

9. Work with accountant on monthly reconciliation 

10. Generate reports as needed by administration 

Development 

1. Manage and update fundraising database (DonorPerfect) 

2. Enter donations, manage thank you letters, and prepare donation reports 

http://www.teachingforchange.org/
http://bbpbooks.teachingforchange.org/


3. Manage mailings, donor communications, and special events coordination with the 

Associate Director 

General 

1. Manage online databases and contact lists (IndieBound, DonorPerfect Online, 

QuickBooks Online, Constant Contact) 

2. Supplies ordering 

3. Assist with human resources and contract management 

4. Coordinate office and bookstore technology needs with IT firm 

5. Assist with content management on websites and social media 

6. Edit and write new content as needed 

7. Other duties as assigned 

 
 
REQUIRED SKILLS AND EXPERIENCE 

 Excellent attention to detail  

 Demonstrable experience with accounting and/or fundraising software (e.g. QuickBooks, 

DonorPerfect, Raiser’s Edge) 

 Proficiency in MS Office (Excel and Word) 

 Clear and effective communication skills, both written and verbal 

 Ability to work independently or collaboratively 

 Great interpersonal/relationship skills with people of all ethnic/socio-economic 

backgrounds 

 Committed to social justice and the mission of Teaching for Change  

 Bachelor’s degree  

 Minimum 1 year of relevant work experience required 

 

Full-time position including generous benefits package.  

 

Qualified candidates should submit a current resume,* a thoughtful cover letter explaining how the 

applicant is a good fit for the position and organization, and salary requirements. 

 

*Candidates should list the software applications in which they are proficient. 

 

Please send all items to Allyson Criner Brown at employment@teachingforchange.org. Only 

candidates of interest will be contacted. No phone calls, please. 

 

Teaching for Change is an equal opportunity employer.  

mailto:employment@teachingforchange.org

