
           

           

           

           

     

 
 

 
Position Opening: July 15, 2022 

 
Position title  Office Administrator 
Position type   Part-time hourly, 15-20 hours/week 
Reports to  Development and Operations Director 
 
Mission: Kestrel Land Trust conserves and cares for forests, farms, and riverways of the Connecticut River 
Valley of western Massachusetts and nurtures an enduring love of the land.  
 
Position description: The Office Administrator will work on-site 3-4 days/week overseeing administrative 
tasks and facilitating the smooth functioning of the land trust office in South Amherst, MA. 
 
General office tasks 

 Answer phones and direct incoming calls; review and direct voice mail messages; erase old voice mail 
periodically. 

 Help coordinate the welcoming of visitors to the office. 

 As needed, assist with incoming as well as outgoing mail, including small mailings. 

 Assist with scanning, uploading & filing bills and other financial documents, and maintain office file 
systems, both digital and print. 

 Support staff office needs as they arise, including coordinating orders of office supplies. 
IT 

 Maintain relationship and regular communication with IT service provider and handle routine IT 
requests (restart machines to install updates, etc.); implement security measures as recommended 
by the IT provider. 

 As needed, assist staff with IT questions and help troubleshoot and resolve workstation, printer, and 
other equipment issues. 

 As needed, coordinate purchase and setup of new workstations; assess office technology needs 
annually and make recommendations to OD. 

 Manage annual renewal of GIS licenses. 
Facility management 

 Maintain relationships and communication with property management contractors, including 
cleaning and landscaping services, handyman, and other maintenance/repairs appointments. 

 As needed, assist with hiring contractors for the implementation of facility renovation decisions. 
Other 

 Assist with Human Resources tasks, including onboarding new staff members as needed, and serve as 
administrative liaison for Kestrel’s participation in the annual TerraCorps program. 

 Other tasks as time permits and as assigned. 
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Qualifications and skills required by this position include: 

 Energetic, self-motivated team player who thrives on accomplishing goals, getting results, and improving 
efficiency, 

 High level of initiative and exceptional problem-solving skills, 

 Knowledge of Microsoft Word, Excel, and Outlook and proficiency with mail merges, 

 Strong organizational and time management skills to meet deadlines, and ability to manage multiple 
projects simultaneously, 

 Ability to handle sensitive information appropriately and with discretion, 

 Excellent communication and interpersonal skills and ability to work effectively as part of a small non-
profit staff, 

 2-4 years of related administrative experience in a non-profit or small business, and an Associates or BA 
degree or equivalent, 

 Sense of humor and ability to thrive in a fast-paced and team-oriented work environment, 

 Willingness to work beyond your own job description and adapt to shifting priorities, as needed, 

 Personal passion and commitment to Kestrel’s mission and to national priorities to promote voluntary 
land conservation and natural solutions to the climate and biodiversity crises, 

 Experience working for a land conservation organization a plus. 
 

To apply: Please email a resume and cover letter detailing your interest and qualifications for the position 
to info@kestreltrust.org, with OFFICE ADMINISTRATOR in the subject line. Review of applications will begin 
immediately with priority given to submissions received by August 15, 2022. Anticipated start date is 
September 7, 2022. 
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