


Job Description Continued 

REQUIRED EDUCATION AND QUALIFICATIONS 

• Five years of experience in executive administration or operations, preferably in the

nonprofit sector

• Strong interpersonal skills, the ability to take initiative, multi-task, be a team player, be

flexible, adapt to shifting priorities, and prioritize work

• Excellent communication skills, both verbal and written

• Demonstrated analytical skills

• Excellent organizational skills, commitment to accuracy and attention to detail

• Ability to access a wide range of sources and networks for information

• Good judgment and ability to function independently

• Excellent working knowledge of Microsoft Office Suite and Teams; graphics experience

(Canva, Adobe, etc.) a plus

• Ability to handle sensitive and confidential situations with diplomacy

PREFERRED QUALIFICATIONS 

• Innovative: Consistently introduces new ideas and demonstrates original thinking.

• Dedicated: Committed to a task or purpose, demonstrating unwavering loyalty and 

integrity.

• Team Player: Collaborates effectively as a valuable member of a group.

• Ability to make an impact: Driven by the desire to excel and contribute significantly to 

the success of a project or organization, aiming for tangible and meaningful outcomes.

• Self-Starter: Motivated to perform autonomously, demonstrating the ability to initiate and 

excel without external assistance.

ADDITIONAL ELIGIBILITY QUALIFICATIONS 

Must pass required state and federal background checks. 

BENEFITS & WAGES 

This is a full-time, on-site, exempt position with a salary range of $45,000-$55,000. The Helm 

Life Center offers a comprehensive benefits package. 

HOW TO APPLY 

Email resume with cover letter to ksiddall@helmlife.org. 


