
 
 

Mill Creek Watershed Council of Communities 
1223 Jefferson Avenue   Cincinnati, Ohio 45215 

P: 513.563.8800  F: 513.621.9325  Email: arahall@millcreekwatershed.org   Website: www.millcreekwatershed.org 

 

Job Title: Administrative Assistant  

 
The Mill Creek Watershed Council of Communities (Council) is a 501(c)(3) non-profit 
membership organization formed in 1995 to empower Mill Creek communities to protect and 
enhance the value of the Mill Creek, its tributaries, and watershed. Through collaborative action, 
the Council strives to make the Mill Creek area a more desirable place to live, work and play. 
 
The Council acts to achieve the vision of a restored Mill Creek that is an asset to our region. We 
provide a forum for making watershed-based decisions among the 37 political jurisdictions in the 
166-square mile drainage area in Greater Cincinnati by undertaking initiatives and projects that 
create direct environmental and economic improvement in the Mill Creek Watershed. Council efforts 
focus on watershed action planning, project implementation, creating opportunity to explore the 
watershed through recreation and volunteer events, and watershed-scale research and monitoring. 
The Council functions as a regional forum for consensus building and takes an integrated approach 
to watershed problem solving by balancing environmental and economic perspectives with the 
needs of our local constituents. 
 
SUMMARY:  
The Administrative Assistant plays a critically important organizational role in managing internal 
operations. The Administrative Assistant works closely and cooperatively with the Council Executive 
Director, Watershed Coordinator and Project Manager on grant reporting and project-related 
activities; organizes, plans, and conducts Council meetings and outreach events; oversees Council 
communications; maintains Council financial records and oversees day-to-day bookkeeping; and 
acts as a general office manager. 
 
 
I. TEAMWORK AND PARTICIPATION 

 Establish effective working partnerships with a wide range of watershed stakeholders 

 Communicate in a positive and respectful manner 

 Demonstrate flexibility and cooperative attitude when faced with change 

 Demonstrate strong multi-tasking abilities 

 Ability to work independently with limited supervision 



 

 

II. ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Manage the general administrative tasks of the Council including but not limited to: 
o Website management 
o Weekly bulk email newsletters 
o Contact database maintenance  
o Managing communications via telephone and email 
o Social media operations 
o Order office supplies, maintain inventory of printed maps and outreach materials 
o Development of outreach publications 
o Troubleshoot computers, software, and printers and maintain relationship with the 

Council’s IT consultant 

 Manage the Council financials in an organized and precise manner 
o Monthly bookkeeping emails to Council Officers with detailed financial reconciliation  
o Maintain accounts payable and accounts receivable in QuickBooks 
o Cut checks and process invoices and payments 
o Oversee membership drive income and invoices 
o Enter payroll into QuickBooks on a bi-monthly basis 

 Grant reporting, done in close collaboration with the Project Manager and Watershed 
Coordinator 
o Submit complete and accurate reports to grant funders in a timely fashion 
o Maintain accounting of grant-related expenditures and invoicing 
o Request timely grant reimbursements 

 Support successful executing of outreach activities including but not limited to plantings, 
maintenance weedings, canoe floats, and project site tours for elected officials, technical 
and research professionals, public works personnel, and state and Federal agency staff 
o Event promotion through a variety of media  
o Distribute press releases through the proper channels 
o Coordinate the associated meeting/event logistics including taking RSVPs, obtaining 

event insurance as needed, delivering tools and other needed equipment to the project 
site, set up and tear down of events 

o Take photographs and post online 

 Oversee Board, committee, and Full Council meetings 
o Schedule meetings and maintain organizational Outlook calendars 
o Prepare and distribute meeting agendas 
o Secure suitable meeting rooms 
o Set up and tear down of meetings including a/v equipment, food and beverages, and 

Council maps and outreach materials 
o Take meeting notes and distribute meeting minutes 

 Perform all other related duties as assigned by the Executive Director, Council Chair and 
Board of Trustees 

 
 

III. TOOLS AND EQUIPMENT 
Desktop computer; Microsoft Office, QuickBooks, and Adobe software; printers; copier and 
scanner; mobile telephone; personal office, occasionally shared, in a converted house  
 
 

IV. PHYSICAL DEMANDS 
The employee must occasionally lift and / or move up to 30 pounds.  Specific vision abilities 
required by this job include close vision and the ability to adjust focus.  Reasonable 



 

 

accommodations may be made to enable individuals with disabilities to perform these 
essential functions. 

 
V.  WORK ENVIRONMENT 

The duties of this job are performed both inside a climate-controlled office setting and 
outside and at times in inclement weather.  Reasonable accommodations may be made to 
enable individuals with disabilities to perform essential functions. 

 
VI. QUALIFICATIONS 
  

Education / Work Experience: 

 Experience with office administration or management  

 Positive demeanor and excellent communication skills 

 Experience in group organization and facilitation 

 Proficiency in day-to-day bookkeeping and competence in processing invoices and 
overseeing financial records 
 

Knowledge, Skills & Abilities: 

 Ability to establish and maintain effective working relationships with watershed 
stakeholders, colleagues, supervisors, elected officials and the public 

 Ability to work independently on several on-going initiatives setting incremental 
milestones while keeping sight of long-term objectives 

 Excellent written, verbal, and computer-based communication skills 

 Ability to record high quality photographs and video clips 

 Experience recruiting and leading volunteers 
 Ability to articulate and present a positive professional image in person and on the telephone 

 Proficient in Microsoft Office including Word, Excel, Publisher, and PowerPoint 

 Valid Ohio Drivers’ License and access to a vehicle 

VIII.COMPENSATION AND HOURS 

This is a part-time (35 hours per week) position. Office hours are flexible between 9:00 a.m. and 
5:00 p.m. Monday through Friday.  Occasional evening and weekend hours are required. It is 
anticipated the Administrative Assistant will transition to a full-time salaried employee in the last 
quarter of 2015. 

VII. APPLICATION AND SELECTION PROCESSES 
Applicants must submit cover letter, resume and three professional references to Annie Rahall at 
arahall@millcreekwatershed.org by April 24.  All applicants may be subject to a general 
proficiency exam, which is used to establish an interview schedule.  Selection is based on the 
most qualified applicant determined by one or more in-person interviews. This position is 
available immediately. 

 
 
The job description does not constitute an employment agreement between the employer and employee and is 
subject to change by the employer as the needs of the employer and requirements of the job change.  If applicant 
meets all requirements and characteristics as indicated in the job description, hiring may be contingent upon 
successful completion of drug and alcohol test, background check, credit report, and physical. 
 

All qualified candidates will receive consideration for employment without regard to race, color, religion, national 
origin, genetic information, ancestry, sex, age, sexual orientation or disability as defined in the Americans with 
Disabilities Act.  Equal Opportunity Employer. 
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