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We seek an Administrative Assistant who is organized and energetic, with superb
interpersonal skills and a personal passion for addressing climate change. This
newly created role will work with our highly capable, fast-paced team to support the
fulfillment of our mission.

The Administrative Assistant will report to the Executive Director, but will perform
administrative support functions and operations for the multiple professionals within
the office. This is a part-time, in-office role with schedule flexibility during work
week hours.

Job Responsibilities:
Administrative duties: Handling administrative tasks such as, drafting
correspondence, providing scheduling support, oversight of mailings, development
of communication materials and responding to inquiries.

Fundraising assistance: Manage the entry of donor data, assisting with donor
communications and fulfillment of the donor stewardship strategy.

Bookkeeping: Utilize Quickbooks Online to assist with basic bookkeeping including
the registration of expenses and income and the preparation of financial review
reports.

Board support: Coordinate Board meeting schedules and other internal
meetings/activities; Assist with the development of Board materials and the
scheduling of zoom meetings.

Meeting preparation: Support the preparation and organization of documents for
meetings, including assistance with presentations, development of support
materials, etc.

General inquiries: Help address general public inquiries and questions, including
those interested in volunteering.

Other duties as assigned.

Qualifications:

Education and Experience
• Bachelor’s degree preferred
• Minimum of 1-3 years of relevant work experience in a professional

environment.



• Familiarity with the Princeton, NJ community is a plus.

Knowledge, skills and abilities
● An openness to learn new systems and competency with basic information

technology. Fluency in Google Workspace, Zoom, and Quickbooks Online is
required.

● Excellent communication abilities, writing skills and a command of the
grammar rules are required.

● Proactive self-starter with integrity, a strong work ethic and good judgment
are required.

● A positive attitude and commitment to work as a team player in a dynamic
and fast-paced environment.

● Competency in Spanish and/or Mandarin is a plus.

● A personal commitment to addressing climate change.

This role will be expected to primarily fulfill the defined job responsibilities on-site in
the Princeton, NJ office. The schedule for this 20 hour per week role is flexible
between the standard office hours of 9 a.m. and 5 p.m.

Salary will be commensurate with the candidate's skills and experience and will
range from $20,000-$25,000 for this part-time role. Sustainable Princeton provides
equal employment opportunities to all employees and applicants for employment
without regard to race, color, religion, sex, national origin, age, disability or
genetics. A performance review will be conducted after a three-month trial in this
position prior to a long-term employment commitment. Interested candidates
should send a cover letter and resume by March 18 to
molly@sustainableprinceton.org.

About Sustainable Princeton
Established as a non-profit in 2012, Sustainable Princeton’s vision is to make
Princeton a model town that examines every action through the lens of
sustainability, ensuring a healthy environment, a strong economy, and the
well-being of all community members now and in the future. We work directly with
residents, businesses, nonprofits and the government to address three core goals:
reducing greenhouse gas emissions, strengthening our community’s resilience to
the changing climate and protecting the local ecosystem.

To learn more about Sustainable Princeton, please visit
www.sustainableprinceton.org.


