
 

 

 
 
 

 
Job Description 

 
Position Title: Office and Building Assistant  

Reports To:  Senior Vice President & CFO, Finance and Systems Administration Officer 

Date:   February 2017 
 

Summary:  Rochester Area Community Foundation, one of the largest grantmaking organizations in 

the Finger Lakes region, is looking for an experienced and enthusiastic Office and Building Assistant 

to make sure our historic office/home is welcoming to guests and volunteers. The ideal candidate is a 

team player with an excellent customer service attitude, very organized and detail-oriented, enjoys 

working with others, proactively solves problems, and is committed to ensuring that the office is well 

maintained, well stocked, and looks great at all times. Community philanthropy is our business and we 

believe that, together, we can make positive, enduring change happen. Won’t you join us? 
 

Purpose of Position: To provide office services, administrative support and to oversee the 

maintenance of Community Foundation properties, including our office facility at 500 East Avenue. 

Hours are 7:30 a.m. to 3:30 p.m., Monday through Friday, but may occasionally require a weekend 

shift. 
 

Office Services 

 On-site meeting preparation throughout the day, including Community Foundation committee, 

special program and staff meetings. Preparation includes making coffee, ordering and picking up 

food, room set-up and clean-up.  Meeting preparation includes early morning meetings. 

 Weekly duties include monitoring and maintaining inventory of all meeting, office, kitchen, and 

bathroom supplies, and sufficiently stocking supplies in copy room, conference rooms, and all 

other areas. 

 Ordering supplies or purchasing, as needed, from other vendors. Will require outside shopping for 

some supplies.  

 Load dishwasher at the end of the day and unload in the morning. Make sure all coffee pots are 

cleaned weekly.  

 Perform front-desk duties during when receptionist is absent. Coverage will be required at a 

minimum each day from Noon to 1 p.m. for receptionist’s lunch hour. 

 General decorating during the year and for special events.   

 Maintenance of staff recognition awards for years of service. 

 Obtain and maintain notary license. 
 

Administrative Support 

 General administrative tasks as assigned by Senior VP & CFO. 

 Assist with managing the Sr. VP’s calendar, including routine scheduling of meetings.  

 Assist in managing, organizing and filing documents for Sr. VP and other members of the Finance 

Department.  

 Weekly filing of accounts payable invoices. 



 

 

 Assist the Philanthropic Services Officer and Administrator in the twice yearly Gannett and 

TEGNA grant processing. Administrative support includes researching and documenting 

charitable status of recipients and mailing checks with enclosures to various locations around the 

country.  

 Provide additional staff support for foundation events as needed. 

 Other administrative and clerical assignments as may be needed. 

 

Property Administration 

 Keep the property at 500 East Avenue and other properties, as necessary and appropriate, in 

good, presentable, pleasant, and safe working order. 

 Address staff and guest concerns and problems as they arise. 

 Supervised by the Systems Administrator, maintain the interior and exterior of 500 East Avenue. 

This will include working with the Systems Administrator to schedule contractors for regular and 

extraordinary building repairs, painting, parking lot maintenance, drain and gutter cleaning, 

building fire and security protection, arrange for HVAC, electrical, plumbing and other 

maintenance or renovation work, elevator maintenance and inspection and other renovations and 

tasks as necessary.  

 Supervised by the Systems Administrator, provide administrative support for the acceptance, 

maintenance and disposition of other real estate and real property gifted to the Community 

Foundation. 

 Oversee lawn and landscape maintenance, snow and leaf removal, weeding, planting, sweeping, 

tree trimming and removal, trash removal, recycling, and other tasks as necessary. 

 Oversee interior maintenance, including supervision of cleaning staff and schedule of regular 

building interior work (annual house cleaning, carpet cleaning, window cleaning, etc.). 

 Maintain inventory of all house and hospitality supplies, order furniture, appliances and other 

building supplies, and perform other tasks as necessary or requested. 

 Ensure that all public and shared space is clean, safe, and presentable at all times, including but 

not limited to all bathrooms, conference rooms, kitchens (microwaves and refrigerators and first-

floor copy room).  At times, this may entail doing certain cleaning and maintenance tasks. 

 Maintain complete list of current building service providers for management and staff use. 

  

Job Qualifications:   

Education/Training 

 Associate’s degree preferred, with at least 7 years’ experience in an administrative support 

position. 

 

Skills/Experience 

 Excellent attitude, willing to help all staff and be a team player 

 Office and building management experience 

 Excellent customer service skills and aptitude 

 Demonstrated ability to organize information and prioritize work 

 Accuracy and attention to detail 

 Flexibility and willingness to learn and change 

 Demonstrated ability to work collaboratively with a variety of diverse customers 



 

 

 Excellent record-keeping and administrative abilities  

 In-depth experience using Microsoft Word and Excel 

 Interest in historic property and preservation 

 This position requires the ability to occasionally lift office products and supplies, up to 20 

pounds.    

 

Travel 

 Travel is primarily local during the business day and mainly for shopping for certain supplies 

and obtaining food for various meetings. 

 Must have reliable transportation and driver’s license in good standing.    

 

Attributes 

Excellent customer service, attitude, listening, and communication; analytical and questioning mind; 

passionate commitment to accuracy and relevance; able to successfully handle multiple tasks 

simultaneously; self-starter and self-reliant but able to consult with others; integrity and discretion; 

team player; pro-active approach to projects and tasks; community-minded; and pitches in to help 

without being asked. 

 

 

In support of the Americans with Disabilities Act, this job description lists only those 

responsibilities and qualifications deemed essential to the position.   

 

Rochester Area Community Foundation is an Equal Opportunity Employer. 

 

 

To Apply:   

 

By March 17, 2017, send a cover letter and resume preferably by mail (postmarked by March 17, 

2017) to Office and Building Assistant Opening, Rochester Area Community Foundation, Attn: Human 

Resources, 500 East Avenue, Rochester, NY  14607 or RACF-OfficeAssistant@racf.org 

 

NO PHONE CALLS, PLEASE. 
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