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WorldOregon 
 

Position Opening  
Administrative Assistant 

(Application deadline is October 23, 2019) 
 
WHAT THIS IS: A unique opportunity to use your administrative and organizational skills, as well 
as an interest in global issues, to work with Oregon's premier international affairs organization and 
contribute to its mission of connecting Oregonians to the world. 
 
WHO YOU ARE: You enjoy working on a wide variety of administrative projects and tasks in a fast-
paced work environment. You are both comfortable talking with people on the phone and designing 
an Excel spreadsheet. You are detail-oriented and a problem-solver. You enjoy thinking through 
processes and how to make the organization function more efficiently. You are a self-starter who can 
work independently. You are curious about the mission of WorldOregon and interested in learning 
more about how our programs work together to fulfill our goals. 
 
WHO WE ARE: Founded in 1950, WorldOregon, formerly known as the World Affairs Council of 
Oregon, is the oldest nonpartisan, nonprofit international affairs organization in Oregon that connects 
Oregonians to the world. WorldOregon has 13 employees, many volunteers, and three main areas of 
activity: Global Conversations (3-6 public programs per month on global issues and ideas including the 
International Speakers Series (four world-renowned speakers annually); the Global Classroom (K-12 
education program and youth and teacher training; 10,000+ students and teachers served annually); 
and the International Visitor & Training Program (organizes short-term visits for over 500 adult and 50 
youth emerging leaders from over 100 countries each year). Check our website at 
www.worldoregon.org. 
 
The Administrative Assistant position is a critical part of the WorldOregon team, and often serves as 
a hub of information between programs. The tasks can vary considerably from day to day based on 
upcoming meetings, current projects, and public programs. When possible, the Administrative 
Assistant will be needed at some evening public programs. 
 
 
WHAT YOU’LL DO: JOB DESCRIPTION 
 
Position Title: Administrative Assistant 
Type of Position:  Temporary, Part-Time Employee (up to 20 hours per week; additional  
   hours with pre-approval); Non-exempt. 
Benefits:    Temporary employees are not eligible for benefits, however are eligible  
   for sick leave in compliance with the Oregon Sick Leave Law earning  
   one hour for every 30 hours worked available after 90 days of  
   employment. 
Supervisor  Susan Ehrman, Development Director 
Effective:  November, 2019 
End Date:   June 30, 2020 
Mission:   To provide administrative support to facilitate the efficient and  
   effective functioning of WorldOregon work. 
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Responsibilities 
 
Primary Administration: 

 Answer main WorldOregon phone and direct calls as needed 

 Complete routine entries, edits, and updates to the database, as well as systematic database 
cleanup  

 Process incoming donations, event registrations, and other payments (membership dues, 
annual contributions, general donations, book sales, culture box rentals, etc.) 

 Track and report all data (ticket sales, attendance, sponsorships, income and expenses) in 
support of Global Classroom, Global Conversations, and donor activities 

 Manage vendor accounts and relationships, including scheduling maintenance/repairs for 
office and equipment 

The President: 

 Support meetings for the President including communications and logistics planning to 
prepare for and follow-up on meetings, such as Trustee, Advisor, and Board Committees. 

Fundraising: 

 Provide support for WorldQuest annual fundraising event preparation and execution and 
other fundraising projects as needed 

 Prepare and process gift receipts 
Global Conversations: 

 Assist Director of Programs in coordination of International Speaker Series (ISS) event 
logistics 

 Provide logistical support to the Director of Programs for non-ISS programs, e.g. Great 
Decisions, to include event registration/ticket sales, event setup and breakdown, volunteer 
coordination 

 Reconcile financial data following non-ISS programs 
International Visitors Program: 

 Support the International Visitors Program (IVP) with data entry and report preparation 

 Assist with setup and clean up from visitor meetings 
 
Perform other tasks as directed by the President and Development Director. 
 
To apply, please do the following: 
1. Write a cover letter explaining your interest in and qualifications for the Administrative Assistant 

position 
2. Include a current resume  
3. Provide a list of three to five references, including a recent supervisor or someone familiar with 

your work 
4. Email or mail materials to the addresses below; no telephone calls, please. 

Administrative Assistant Position Search 
WorldOregon 
1207 SW Broadway, Suite 300 
Portland, OR 97205 
search@worldoregon.org 
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