Bikes Belong Seeks Office Administrator
For Immediate Release April 29, 2010

Position:  Office Administrator
Organization: Bikes Belong Coalition
Classification:  Full-time salaried position

Location:  Boulder, Colorado
Applications:  Applications should be sent to erik@bikesbelong.org by May 17, 2010 (see details below)

The Bikes Belong Coalition, located in Boulder, Colorado, seeks a dynamic and motivated full-time Office Administrator to oversee daily operations for office management while assisting with marketing and membership support.

Overview

Our organization is growing, and we’re seeking to expand our team. We’re creating a new position that encompasses the following responsibilities and duties:
· Priority is to perform administrative duties for the President of Bikes Belong as needed
· Works closely with the Vice President, Finance Director and staff to address organizational needs

· Directly oversees office administration duties including but not limited to office maintenance, shipping and receiving, membership and marketing fulfillment 

· Responsible for coordinating staff travel
· Maintains oversight of board meeting, event, and trade show logistics and accommodations  

· Assists staff with the coordination and development of meeting, event and tradeshows materials 

· Performs data entry projects as related to Bikes Belong database including contacts, BikesPAC contributions, Receipts, and Updates

· Collaborates with Vice President and staff to manage member and recruitment communications, including mailings and electronic communications 
· Manages mailing lists for marketing, member, and miscellaneous collateral

· Assists with the preparation of PowerPoint and other presentation materials

· Interfaces with vendors as directed

· Fulfills requests for printed materials and swag items

· Responsible for overseeing and coordinating the upkeep and maintenance of a small office

· Represents Bikes Belong at cycling and industry events

· Other duties as assigned
· Contributes to the success of the organization by leading or assisting with projects and tasks as needed
Essential Qualifications:
· Bachelor’s degree 

· Desire to advance in marketing and / or communications 

· Proficiency in Excel, Word, PowerPoint, and Filemaker

· Good interpersonal skills and able to cooperate and communicate effectively with co-workers, supervisor and outside contacts

· Strong verbal and written communication skills

· Excellent organizational skills

· Team-oriented and able to accept ideas and strategy from other individuals

· Works well under pressure

· Attentive to detail

· Self-directed and able to carry out assignments without supervision

· Capable of contributing to an active and dynamic team

· Ability to effectively balance concurrent projects

· Willing to travel occasionally

· Enthusiasm for bicycling in all its forms
Beneficial Qualifications:
· Direct experience in the bicycling or outdoor industry highly desirable

· Proficiency with design software including InDesign, Illustrator, and Photoshop

· Skills in photography and a keen eye for look and design

· Working knowledge of HTML 

· Experience managing websites and creating content for the web

About Bikes Belong Coalition:

Bikes Belong is sponsored by the U.S. bicycle industry with the goal of putting more people on bicycles more often. We have nearly 400 members—bicycle suppliers and retailers combining resources to improve bicycling in America. From helping create safe places to ride to promoting bicycling, we carefully select projects and partnerships that have the capacity to make a positive difference. We also operate an affiliated organization, the Bikes Belong Foundation, which works to encourage more children to ride bikes, and make bicycling safer. The Foundation also reaches out to individuals to support cycling via a grassroots campaign aimed at gathering a million names, called peopleforbikes.org.

Compensation:

Salary is in the mid-$20,000s. We also offer an excellent benefits package, including health and long term disability insurance, a 401(k) retirement plan, and generous vacation time. This position is located in downtown Boulder, Colorado. 

Application Details

· Interested applicants should submit a cover letter, resume, and the contact details for three references as one PDF file to:  Erik Esborg, Finance Director, at erik@bikesbelong.org.   

· Applications should be received by Monday, May 17

· Telephone inquiries are not accepted
· Please include “Office Administrator” and your name in the subject line. 
Applications will be accepted until position is filled. Bikes Belong is an equal opportunity employer.

