    Administrative Manager  
                               The Guardians of the Los Angeles Jewish Home for the Aging

Organizational overview:
For nearly 74 years, The Guardians of the Los Angeles Jewish Home for the Aging, a 501(c) (3) non-profit, has raised millions of dollars to benefit the residents of the Los Angeles Jewish Home in Reseda. The Home, which will celebrate its centennial in 2012, provides excellence in senior care, reflective of Jewish values. The Home offers a complete multi-level senior living facility, providing seven distinctive levels of care that include Independent Living, Residential Care, Assisted Living Care, Skilled Nursing, Geriatric Psychiatry, Alzheimer's Care and Skirball Hospice.  The Guardians is very much a volunteer-driven charity whose presence in Jewish Los Angeles philanthropy is legendary.  Jewish business and community leaders have been and continue to be an integral component of our organization.  The Guardians target demographic is inclusive of young, emerging philanthropist as well as accomplished leaders who tend 
to be involved in a variety of charities, Jewish and secular. 

The Position: 
The Guardians seek a highly-motivated, upbeat, enthusiastic, detail-oriented, responsible, organized 
and project-based full time Administrative Manager, in a team-oriented environment.  Follow-through is a key factor in evaluating the successful candidate.  The Administrative Manager will work collaboratively to support the Executive Director, Manager of Development and outside Accountant.  Position to include support in advance of and at events, several of which take place during what are customarily considered “after-hours” and on occasion, weekends. 
The position provides an exceptional opportunity to become immersed in a busy, thriving Los Angeles-based, Jewish nonprofit organization.  It offers “hands-on” experience for those interested in a career 
in development, marketing, communications and non-profit administration.  The position may be given additional responsibilities, thus enabling the candidate to be part of the organization’s continued growth as it extends the depth and breadth of its demographic and fundraising initiatives. 
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Key Responsibilities: 

Gift Processing, assist in producing and mailing of pledge invoices and tributes, provide administrative and special event support; assist with annual campaigns and membership drives; update fundraising database; process and prepare tributes and acknowledgement letters; assist the Executive Director, Manager of Development and outside Accountant, as needed including meeting and event productions; bookkeeping and other assignments.  Oversee donor acknowledgment letters.  Support for meetings and events.  Candidates with non-profit experience are especially encouraged to apply.
Skills and Requirements:

Full Time Position. Must be able to work well in a small office environment, be team-oriented and forward thinking, and have a strong interest in non-profit fundraising.  Must have the ability to 
maintain flexibility in projects; timelines is essential.  Must have experience in using Microsoft Office and QuickBooks programs and experience working with non-profit database software.  Knowledge of Raiser’s Edge is a plus.  Must have excellent communications skills and have the ability to work well independently as well as with the team. Initiative is integral to the successful candidate’s ability to thrive in a fast-paced environment.  Knowledge and experience in working with non-profit software is a plus. 
Benefits 
Vacation Benefits:
2 weeks after completion of one year of service; 3 weeks after completion of 5 years of service.

Holiday Benefits:

Paid Holidays: New Year’s Day, Presidents’ Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Friday After Thanksgiving Day, Christmas Day, Passover (only if falling Monday through Friday), Rosh Hashana (2 days) (only if falling Monday through Friday), Yom Kippur (only if falling Monday through Friday)
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Sick Leave:
6 days after completion of one year of service. 
Employee Group Insurance:

Group insurance policy consisting of health, dental, disability, and life insurance.
Simple IRA Plan:

3% matching contributions.

Time Commitment:
Must be available for a full-time commitment of 40 hours per week (Monday through Thursday, 
8:00 a.m. to 5:00 p.m. and Fridays from 8 a.m. – 4 p.m.).  The Guardians reserves the right to end 
the successful candidate’s position without cause or advance notice.  Occasional early morning, 
evening and weekend meetings and events. 
Compensation:

Salary is $35,000 - $42,000 annually (depending on qualifications and experience)  
Location: 
The Guardians’ office is located at 10780 Santa Monica Boulevard #225 in West Los Angeles; complimentary parking is provided. 
How to Apply:
Submit a cover letter and résumé expressing interest, to: megan@laguardians.com.   Please visit our soon-to-be redesigned website at www.laguardians.com.  No phone calls please.   The Guardians is an equal opportunity employer.

