
   

Administrative Assistant  
Kansas Historical Foundation  
 
Position Summary:  

This employee serves as the administrative assistant of the Kansas Historical Foundation, a private 501(c)(3) 
nonprofit organization and is responsible for administrative assistance, project support, and secretarial services to 
the executive director/CEO and the programs director. This position is part-time, working 20-25 hours per week, 
under the direction of the programs director. Beginning pay is $12 per hour. Benefits include annual leave, sick 
leave, and a 403(b) matching tax advantage retirement savings plan.  

This employee provides administrative support in diverse office situations and involves identifying solutions and 
alternatives within established policies and procedures some requiring analytical thought. The work requires the 
operation of personal computers, specialized data entry software, communication systems, and other office 
equipment; requires contacts and effective communication with the public, board of directors, and state agency and 
other Foundation staff members.  

Duties and Responsibilities:  

 Generates and mails monthly membership renewal letters  
 Processes membership payments received, including updating all membership information in both The 

Assistant Manager (TAM) and FR50 databases  
o Completes membership process by sending out thank you letters  

 Processes donations received, including updating all donor information in both TAM and FR50 databases 
o Completes donation process by sending out thank you letters  

 Completes internal payment requests and payments for the Foundation  
 Receives, sorts, and distributes mail daily  
 Responds to easy membership inquiries as directed by the programs director  
 Distributes internal copies of Kansas History journal once received from the printer  
 Under the direction of the programs director, administers the awards and grants programs  
 Assists the programs director with annual meeting planning and execution  
 Prepares and maintains appropriate files and records of a confidential nature  
 Takes committee meeting minutes at all Foundation board of directors meetings and prepares draft minutes 

for distribution  
 Assists with duties related to the membership program as assigned  
 Assists with duties related to the retail program as assigned, including filling in as a store sales associate as 

needed  
 Provides administrative and clerical support to management  
 Follows department policies and procedures  
 Works closely with other Foundation staff to perform other duties as deemed necessary or as assigned  

 



   

Minimum Qualifications  

Training and Experience  
 
High school diploma required. Associate degree or equivalent preferred. Minimum one year of administrative 
experience required. Word processing proficiency to format varied documents attractively and appropriately, 
prepare records, reports, and other documents from available data; maintain confidential office files; experience in 
Microsoft Word, Excel, and PowerPoint experience desirable.  
 
Knowledge, Abilities, and Skills  
 
Knowledge of modern office practices, proven skills in business English, grammar, spelling, usage, and related 
subjects. Must possess skills with preparing letters, reports, and other documents. Ability to establish and maintain 
effective working relationships with personnel at all levels; ability to make a positive impression on others by 
meeting visitors, ability to exercise good judgement in making decisions with only limited administrative 
instructions.  
 
Review of applications to begin May 2, 2022. Position is open until filled. 
 
 
 
 
 
  


