
Giving the Basics 

 

927 South 7th Street                 Giving The Basics 
Kansas City, Kansas 66105         Providing Personal Care Products for Human Dignity 

Job Description:  Administrative Assistant (part-time) 

Reports to:  Director of Advancement & Strategy 

Position Summary: 

The Administrative Assistant will provide essential administrative support to the development and 

marketing teams and provide general administrative assistance to Giving the Basics. This part-time role 

will assist with the management of donor information in the Virtuous CRM, process donations, help with 

event logistics, provide administrative assistance for marketing projects and the general office.  

Key Responsibilities: 

• CRM Management (Virtuous):  Enter and maintain accurate donor data, logging interactions 

and ensuring all records are up to date.  Process donations and generate thank-you letters, 

receipts, and acknowledgments for donors. 

• Administrative Support for Office, Development, and Marketing:  Assist with the preparation 

of donor reports, meeting materials, and stewardship communications.  Help with scheduling 

meetings and coordinating donor outreach for Gift Officers.  Assist with updating marketing 

collateral, ensuring lists for email campaigns and direct mail are accurate.  Provide support for 

social media content scheduling, email newsletters, and campaign management.  Provide general 

office administrative support 

• Event Logistics Support:  Assist with planning and coordination of events, including vendor 

communication, RSVP tracking, and material preparation.  Help manage volunteer support for 

events and provide post-event follow-up.   

• Reporting and Data Management:  Generate weekly and monthly reports on donor activity and 

marketing campaign performance.  Perform regular data maintenance to ensure the integrity of 

CRM records. 

Qualifications: 

• 1-2 years of experience in administrative or clerical roles, preferably in non-profits. 

• Familiarity with CRM systems (Virtuous experience a plus). 

• Strong organizational skills and attention to detail. 

• Ability to manage multiple tasks and prioritize work effectively. 

• Proficiency in Microsoft Office Suite (Word, Excel, PowerPoint). 

Work Environment: 

• Part-time (20-24 hours per week). 

• Flexible schedule 

• Occasional support for evening or weekend events. 
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