
Job Announcement: Part-time Administrative Coordinator

Organization Background: Brown Girl Surf is a fiscal-sponsored project of Social Good Fund that works to
build a more diverse, environmentally reverent, and joyful surf culture by increasing access to surfing,
cultivating community, amplifying the voices of female identified surfers and gender expansion surfers of
Color and taking care of the earth. Since beginning our programs in 2014, we have built a vibrant
community of dedicated brown girl surfers and allies. Our presence is felt on Northern California beaches
from Half Moon Bay to Bolinas, and the surf culture that we have created locally has been amplified via
social media across the country.

We are led by a staff and volunteer base that is over 90% women and girls of color, and have a robust
volunteer development program for both adult women and youth. Together, we work on building the
capacity in our communities to surf, access the ocean, share surfing with others, and advocate for coastal
access and conservation. We offer a variety of beach-based programs for female-identified and non-
binary folks ages 9-99, and a youth Summer Camp that focuses on both surfing and ocean education.
Programs in the water are complemented by programs on land, open to the whole community. These
include community celebrations, film screenings, environmental cleanups, and civic engagement events
around environmental justice and ocean conservation. Since the start of our community programs in
2014, over 450 female-identified and non- binary folks have participated in and/or hosted our programs.

Position Overview: Brown Girl Surf has grown quickly, with increased demand for our programming and
more opportunities to amplify the voices of our community. The Administrative Coordinator will be
responsible for administrative and data entry tasks in support of Brown Girl Surf’s operations and
programs. This is a non-exempt part-time position of at least 10 hours per week, and up to 20 hours/wk
total at season peaks. This position will report to the Executive Director and this position's primary
responsibility is ensuring smooth administrative support to the Brown Girl Surf team and accountant.
This is an exciting opportunity to join a dynamic and growing organization changing the face of surfing
and ocean advocacy.

Brown Girl Surf is committed to a work culture where we can lead healthy and well-balanced lives, and
remain connected to the joy that underlies our mission. We are looking for someone who shares our
commitment, work ethic, and personal accountability to our mission, as well as promotes an
organizational culture of equity and inclusion and centers justice, equity, diversity, and inclusion in your
communication and behavior. We have a strong preference for candidates based in Oakland, where
Brown Girl Surf and most of our community are based. Candidates that identify as females of color
and/or those identifying as LGBTQI are strongly encouraged to apply for this position.

Job Responsibilities
Duties of this position include but are not limited to:

Finance and Operations Administration



● General office maintenance and ordering office supplies for staff
● Communicating and troubleshooting issues with office contractors (printer, internet, IT provider,

etc)
● Staff meeting note taking and sending out weekly agenda, as needed
● Filing and administrative tasks as requested
● Data Entry (Salesforce) and Bookkeeping Support
● Provide data entry and documentation support to the Brown Girl Surf bookkeeper
● Data entry related to online credit card deposits (donations & program fees), expenses to be

recorded, and donation and deposit reports
● Pay bills and document all check deposits on a weekly basis through BGS fiscal sponsor portal
● Petty cash management and paperwork
● Assist with other aspects of finance and operations Administration as needed

Development and Fundraising
● Compile and edit donor reports and other income and expense data in Salesforce, Stripe, and

Quickbooks
● Update grants in Salesforce when money comes in, grants are approved/denied, and updating

paperwork and grant agreements in Salesforce and Dropbox
● Enter all individual contributions, corporate matching and gifts in kind on a rolling basis
● Implement individual donor communication strategies (i.e. thank you notes, donor emails, etc.)
● Create and run donation and donor reports in Salesforce for development (ty letters, donor

segmentation, give +get, summer and EOY campaign) with support from Salesforce consultant
● Assist with other aspects of development and fundraising as needed

Other Areas of Operational Support
● As needed, assist with administrative tasks related to program management
● As needed, assist with content research and creation for communications platforms
● As needed, assist with note-taking, research, communications, related to advocacy work
● Assist with other aspects of Brown Girl Surf program and operations as needed

Qualifications
Required:

● At least two years of relevant experience in administration, data entry, bookkeeping, finance,
and/or a similar field.

● A high school diploma or GED.
● Highly skilled in managing complex, timebound logistics, while remaining highly flexible, and

holding community as a top value. Skilled in adapting to changing circumstances and remaining
cool under pressure.

● Strong communication, presentation and interpersonal skills.
● Openness to engaging with and developing a connection to the ocean is critical. Surf experience

is NOT necessary, though welcome and helpful.
● Knowledge and deep understanding of power and privilege around race, including within

communities of color.
● Experience working with Salesforce, Google Suite (Drive, Sheets, etc) and Microsoft Office.
● Proficiency in Salesforce (or ability to learn quickly), Microsoft Office and Google Suite.
● Proficiency or willingness to learn Squarespace, Docusign, Stripe, Mailchimp, Square.
● Proficiency in social media platforms, such as Instagram, Facebook, and others.
● Able to lift objects up to 40 lbs, walk up to 1.5 miles, and stand for extended periods of time.



Preferred Qualifications:

● Language skills in relevant languages for our community: Spanish, Tagalog, Vietnamese, Khmer,
Mandarin and/or Cantonese.

● Experience and training in working with youth and families who have experienced trauma.
● Strong knowledge of safety/logistics in outdoor programming. Knowledge of ocean-based surf

programming is ideal.

Compensation and Benefits
● This position is paid hourly at $23.00/hr
● Paid Time Off available (federal holidays, sick and vacation accrual).
● ProDeal and corporate partner discounts available to BGS staff are provided after a 90-day

interim period.

Expected Work Environment
The Administrative Coordinator must be available to work onsite during the 30-day onboarding and
training at our office in downtown Oakland, during the coworking weekly schedule between 9am and
5pm. Then the position will have flexibility to work remotely.

How to Apply: Submit a COVER LETTER and RESUME to jobs@browngirlsurf.com. Applications will be
accepted on a rolling basis until the position is filled. Please note, resumes submitted without a cover
letter will not be considered.

mailto:jobs@browngirlsurf.com

