Part-time Administrator at London Heritage Farm
 
The London Heritage Farm Society, a non-profit organization, operates the London Heritage House, Tea Room, Gift shop and associated gardens located at London Heritage Farm on Dyke Road in Richmond.  Reporting to the Chairman, the Administrator will have responsibility for administering the day-to-day operations of the site.

The Society offers a three-day workweek: Wednesday to Friday during February, March, April, October, November; and a four-day workweek Tuesday to Friday during May, June, July, August, September from 9:00 am to 4:00 pm.  LHF is closed from December 23 to the end of January.
 
Typical duties include:
. Scheduling

. Staff supervision 

. Customer Service - face to face and telephone

. Coordination and booking of events: - weddings picnics, meetings

. Grant writing

. Preparation of promotional and advertising materials, and publicity programs
. Liaison with volunteers

 

Job skills include:
. Excellent skills in written and spoken English

. Strong communication and interpersonal skills

. Computer skills must include a high  level of proficiency in spreadsheet and word-processing programs (MS Office, Word, Outlook and Excel)
. Electronic and manual filing

. Operating a POS system 
. Balancing cash
. Decision making skills

. Time management skills
. Excellent organizational skills

. A strong aptitude for tracking and efficiently completing multiple tasks is essential
 

This position would be ideally suited to an individual who is a self-starter in or close to retirement that could bring relevant work experience and a divers set of refined skills to a growing organization.  A keen interest in local Richmond history would be an asset. 


Applicant should be experienced in working with not-for-profit organizations and volunteers, and have excellent costumer relation, supervisory & team building skills.

The Administrator must be available to attend the one evening per month Board Meeting, and be available some weekends. 

 
Please send resumes with covering letter to: egon.frank@gmail.com.  Only successful applicants will be asked to attend an interview.
