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Position Title: Administrative Coordinator 
Status: Part-time 20 hours per week (FTE 0.5)  
Location: Durango, CO 
Reports to: Executive Director  
 
Background: Wildfire Adapted Partnership, formerly FireWise of Southwest Colorado, 
(www.wildfireadapted.org) is a regional nonprofit organization that promotes wildfire education 
and preparedness, planning, and hazardous fuels mitigation across Archuleta, Dolores, La Plata, 
Montezuma, and San Juan counties.  Wildfire Adapted works with a wide range of partners 
including: federal, state, local organizations/agencies, communities, and residents with a vested 
interest in wildfire preparedness. 
 
Job Purpose: Working out of Wildfire Adapted Partnership’s Durango office, the Administrative 
Coordinator assists the Executive Director in the day-to-day operations of the organization.  
Tasks include: financial management assistance, digital and hard file maintenance, grant 
proposals and reimbursement requests, data entry, meeting and event logistics, and other 
support tasks as assigned. 
 
Essential Duties and Responsibilities: 
Specific duties include but are not limited to: 

 Assist the Executive Director (and coordinate with the Bookkeeper as needed) with 
financials including: QuickBooks entries for monthly deposits and expenses, processing 
checks for payment, creating financial reports for the Board of Directors, etc. 

 Help prepare items for monthly Board of Directors meetings, attend meetings to take 
notes and compile minutes afterward 

 Help with processing grant reimbursements and tracking: compile before and after 
photos, prepare project invoices and organize attachments 

 Point of contact for the Chipper Rental Rebate Program including processing 
applications and reimbursement requests for the program 

 Organize and maintain both digital and hard files 

 Coordinate office administrative and clerical functions to assure an efficient and 
effective work environment 

 Maintain roster of Neighborhood Ambassadors and Firewise USA™ communities 

 Assemble Ambassador notebooks and keep information current for twice annual new 
Ambassador orientation 

 Administer Wildfire Adapted Partnership donation program: organize and track 
donations and draft thank you letters 

 Compile monthly Wildfire Adapted Partnership E-News, invites to events, update list of 
recipients, etc. in Mail Chimp 

 Create other reports (annual or programmatic) and/or handouts as needed 

 Help develop agendas, arrange locations and speakers, maintain sign-in sheets, take 
notes, compile meeting materials, and arrange food for the bimonthly Fire Council and 
other meetings as requested 
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 Order and maintain brochures and other handouts; keep handouts supplied in public 
locations; compile brochures for Ambassadors or Coordinators 

 Make business travel arrangements as needed 
 

Qualifications: 

 Strong proficiency in Microsoft Office Suite and database management 

 Experience with financials and QuickBooks knowledge preferred 

 Strong organizational skills 

 Ability to handle multiple tasks and high volume of work on deadline 

 Experience in layout of documents, brochures, photos, and presentations  

 Familiarity with marketing software like Constant Contact or Mail Chimp  

 Ability to work independently 

 Excellent communication skills, both oral and written 

 Team player with the ability to collect many different types of input and move forward 
in a positive, productive way 

 Some grant writing, reporting, and/or grant management experience preferred 

 Understanding of wildfire issues and wildfire adaptation principles, or willingness to 
learn. 

 
Compensation and Benefits: 
Compensation $15-$18 per hour, depending on experience.  Benefits include: prorated paid 
holidays, annual leave, sick leave, employer retirement contribution, and professional 
development. 
 

To apply, please send cover letter and resume to:  

Ashley Downing, Executive Director 

adowning@wildfireadapted.org 

Subject Line: Administrative Coordinator 

 

Deadline to apply is Friday, February 15, 2019.  Only top candidates will be contacted.   

 

Non-Discrimination Policy: 
Wildfire Adapted Partnership shall not discriminate on the basis of race, creed, color, ethnicity, 
national origin, religion, sex, sexual orientation, gender expression, age, physical or mental 
ability, veteran status, military obligations, or marital status, in any of its activities or operations.  
These activities include, but are not limited to, employee hiring, and employment practices; 
selection and management of volunteers, vendors and contractors; and dealings with the 
general public. 
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