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Program Assistant - Start Date: June 1, 2010

About Life Lab:  Life Lab Science Program is a nonprofit organization located on the
CASFS farm at UC Santa Cruz. Life LabOs mission is to inspire learning and conservation
by engaging students and educator the natural world. Life Lab is a leader in the field

of gardenbased learning and has been assisting schools throughout California and the
United States since 1979, through educational programs and curriculum development.

Life Lab oversees a modeliciienOs garden, The Life Lab Garden Classroom, which

serves as a site for teacher professional development and as a field trip destination for
local students.

Position Description: The Program Assistant is the hub of all Life Lab programs.
Candidate will coordinate with Life Lab staff to assist in many aspects of Life LabOs
diverse programs. The Program Assistant is the primary contact for general office
managerial tasks such as database updates, maintaining inventory of office supplies and
answeringohones. In addition to general office tasks, the Program Assistant will provide
programspecific help to educator workshops and community and special events
planning. Candidate will be expected to have a knowledge of all program needs to
communicate witlthe public and to assist with programs. Strong organizational skills

are needed to balance program and office tasks.

Responsibilities:
Administrative Duties: Under general supervision and with considerable
independence the incumbent will perform a widgriety of administrative duties for the
organization. Current responsibilities include but are not limited to. Under the direction
of the Executive Director:

I Front desk reception including: answering phones, voice mail, email, and
attending to visitors.

I Supervising mailings including: Package, mail and record merchandise &
curriculum orders, mail & newsletter distribution, and correspondence related
to mailings.

I Maintain curriculum inventory and ordering new items as necessary

I Coordinate meeting logistics

I Record and update documents including meeting notes, calendars, forms and
other documents as needed.

I Maintaining several databases including: donors, field trips, and event participants.

I Ordering and maintaining office supplies, copier paper, and iooedly shopping
for supplies.
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Overseeing the organization of community office, kitchen and recycling & storage
areas.

General administrative support of Executive Director and all office staff as
needed.

hop Duties:  Under the supervision of the Eduaan Director

Help coordinate workshops on and edfte: Activities include making and mailing
flyers, assisting with registration and confirmation of participants, collecting
materials, setting up food and materials, selling LL merchandise during the
workshop and cleaning up.

Benefit, Outreach, and Community: Under the supervision of the Development
Director:

Provide administrative support to our Annual Benefit event including: collate and
mailing invitations, silent auction donation tracking, phone tatl®nors, event
registration, data entry, saip and cleatup at the event, and any additional tasks
as needed.

With the coordination of all staff members, lead organizing and planning seasonal
community events. Duties include creating and distribufliyeys, orchestrating

local publicity, gathering materials, registering participants and running logistics
day of the event.

Assist in outreach duties that include tabling at events and conferences in
community with some travel.

Contribute to Life LabOsdal networking profile (Facebook, etc.) with weekly
posts and updates

Quialifications:

BachelorOs degree preferred

This position requires flexibility, the ability to learn quickly, and the ability to prioritize
multiple tasks while handling frequentamuptions. Excellent organizational skills,

verbal
Succe

and written communication skills, and attention to detail are also very important.
ssful candidate will have prior office experience, knowledge of common office

equipment and procedures, good intergenal skills, and an interest in providing clerical

suppo

rt in a team environment. He/she should have the ability to take direction from

several people and be able to prioritize tasks.
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This position requires Macintosh computing skills with proficiendylicrosoft Word,
Excel and Filemaker Pro.

S

Additional experience with the following software preferred: Adobe InDesign,
Photoshop, Google Docs, Facebook, and Picasa/Picasa WebAlbums.

Successful candidate must have their own transportation, a validri®ér's license, and
be able to lift up to 40 Ibs. Willingness to schedule vacations around program times
unless coverage can be arranged.

Wage: $14.40/hour

Parttime, 20 hréweek Eligible foretirement and prerated health insurance

Send resume a@hcover letter to lifelab@lifelab.org

Updated closing date for this job can be found at www.lifelab.org/job.php

The Garden Classroom, Life Lab Office, and surrounding farm are designated non
smoking areas.

In recognition of the strength of a pelsultural environment, and in service of our
mission, Life Lab Science Program will support the growth and development of all
employees and prospective employees without regard to race, color, religion, gender,
sexualorientation, age, national origin, disability, or any other basis prohibited by
applicable law.

ESN % www.lifelab.org



