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Overview of Organization

National Charity League, Inc. (NCL) is a non-profit philanthropic membership organization that fosters the mother-daughter relationship through community service, leadership development and cultural experiences.  After 50 years, 169 NCL Chapters now flourish in 17 states, and active membership numbers over 40,000.  Mothers are known as Patronesses and daughters are known as Ticktockers.  Together, they participate in a six-year program of community service, leadership development and cultural experiences. 
Office Coordinator, Chapter Support Team
Position Description

The Office Coordinator, Chapter Support Team is a non-exempt full time position (40 hours per week) with a generous benefits package.  
NCL, Inc. is searching for a team player that would like to grow with, and play a significant role in, our future.  The Coordinator will interact with members and the community who contact the national headquarters.  The position will work closely with the Chapter Support Team to enhance service delivery in the areas of Membership & Expansion, Program, Communications and Headquarters Operations.  Relationship building, communications, the ability to multi-task, and critical thinking skills are crucial for this position. 
Major Job responsibilities:

· Offer frontline customer service for members and the community

· Provide administrative support for the Chapter Support Team 
· Assist with ongoing education and training efforts at the local and national level

· Assist with internal and external communication efforts

· Assist with member and chapter data collection, tracking and analysis

· Provide administrative support for the National Headquarters Operations including the Executive Director and Finance Department
· Provide operational planning and meeting management support at the district, regional and national levels
other responsibilties

· Special projects as identified
· Other duties as assigned
hiring qualifications:
· Bachelor’s Degree required
· Strong customer service principles
· Excellent verbal, written and listening skills
· Self-starter with initiative and ability to prioritize and multi-task, often independently
· Excellent critical thinking skills
· Detail oriented and flexible with excellent follow through
· Demonstrated personal commitment to volunteerism and community service
· Technology Proficiency:
· Microsoft Outlook, Excel; Word; PowerPoint required
· Publisher, Constant Contact, Survey Monkey familiarity expected
· Some form of website/data management familiarity expected
· Limited travel and some weekend work possible 
Note:  Above description represents only key areas of responsibility.  The position will vary depending on the changing needs of the organization.

Reporting Relationship

The Office Coordinator, Chapter Support Team reports to the Executive Director. 
Application Procedures

Interested applicants should email a cover letter, resume and salary history to:

Julia M. Siebel, Ph.D.
Executive Director

National Charity League
info@nclonline.org
No phone calls, please

