
Administrative Specialist
Cleveland Water Alliance
Cleveland, Ohio

About CWA
Established in 2014, we are a non-profit organization that seeks to better utilize the economic and
job-creating potential of Lake Erie while also urging greater care of our valuable, natural asset.

As a collaboration of private and public sector leaders, we’re spearheading a critical effort to broaden
the way our region values, manages and capitalizes on its precious supply of freshwater.

The CWA team is small (but mighty!), and our employees are supportive, adaptive, and excited
about harnessing the power of our Great Lake. The work environment is dynamic, fast-paced,
ever-evolving, and offers opportunities to learn, grow, and explore beyond your job description.

Our Mission
We accelerate the Great Lakes region water economy by generating innovative solutions to global
freshwater issues. CWA serves as a connector and hub: providing quality data, meaningful
connections, powerful solutions, and rich opportunities to those who use, manage, and monitor our
planet’s most valuable asset.

Position Description
This is a full-time salaried position with a pay range of $38,000 - $45,000, and includes options for
Individual Coverage Health Reimbursement Arrangement (ICHRA), a retirement match option, and
paid vacation/sick days.

Reporting to the Communications Manager, the Administrative Specialist will lend administrative
support to the CWA team, leading efforts to optimize the efficiency and effectiveness of the
organization.

This position includes duties such as:

● Creating and implementing organizational processes, procedures, and standardization to

help maximize team success

● Database upkeep within CWA’s CRM system(s), updating records and running reports (CWA

currently uses Little Green Light CRM)

● Managing logistics with scheduling, event planning, hosting meetings, and note taking

● File organization using tools such as Google Drive as well as hard copy filing as needed

● Coordinating communications, events, and training for the organization

● Overseeing the Executive Director’s calendar and scheduling

● Arranging travel logistics



● Assisting in assembling and sharing critical documents and presentations

● Implementing and maintaining tools such as Monday for project management

● Overseeing a small portfolio of vendor relations, at times working to create and gather

invoices

● Attending events and meetings on behalf of CWA

● Other duties as assigned

Qualifications

● 3+ years experience with project management and/or executive assistant or administrative

support

● Excellent verbal and written communication skills

● Excellent organizational skills and attention to detail

● Experience working with CRM systems and data management

● Fully versed in Microsoft Office, Google tools such as Google Sheets, and internet research

● Professional, friendly, and resourceful; the ability to work independently and as a team

player, to take initiative, and to manage multiple tasks

● Ability to work both remotely and in-person; CWA’s office is located in the Midtown

neighborhood of Cleveland

How to Apply

Please apply by e-mail to jobs@clewa.org, indicating the job title you are applying for in the subject
line, and including the following information:

● Cover Letter
● Resume
● A list of three work-related references including name, relationship, and contact

information

Please submit an application by 5 pm on January 27, 2023.

To request an accommodation during the application process, please email jobs@clewa.org.

mailto:jobs@clewa.org

