
 
Inspiring a Passion for Learning… 

Office Administrator  
Job Description 

 
Location: Bainbridge Island, WA. 
 
Program Description:  Salish Sea Expeditions is an established and growing nonprofit education 
organization that has been providing hands-on, inquiry-based marine science programs since 1997.  
Our mission is to inspire youth to connect with the marine environment through boat-based 
scientific inquiry and hands-on learning, instilling curiosity, confidence, and critical thinking. To 
accomplish this goal we combine classroom study with boat-based field research, thereby providing 
an innovative educational opportunity for students to learn scientific principles and practice 
problem-solving skills while navigating the waters of Puget Sound. Programs occur both in the 
classroom and aboard a 61’ sailing/research vessel, and following the completion of a significant 
retro-fit, we’ll be expanding to include programs aboard an 85’ steel motor vessel. Salish works 
primarily with 5th-12th grade classroom teachers and their students from around Puget Sound, but 
also offers unique educational opportunities for a broader audience of youth, families, and teachers. 
For more detailed information about our programs, please visit www.salish.org. 
 
Position Summary: The position will perform tasks necessary for the effective administrative 
functioning of Salish Sea Expeditions, including providing support to administrative and education 
staff. 
 
Reports to: Executive Director, and in collaboration with Development Director and 
Communications Coordinator. 
 
Overview of Primary Responsibilities 
 Assist staff with files and information management in hard copy and in Salesforce CRM 
 Serve as primary Salesforce Administrator, tracking data entry and formalizing data entry 

processes within context of our organizational needs and best practices 
 Support and inform our upcoming update of our Salesforce database 
 Create and track donor thank you notes and tax acknowledgement letters in a timely fashion 
 Provide event support and lead guest management and registration processes for two major 

fundraisers per year, as well as several smaller ad hoc events 
 Assemble various program and administrative materials including creation of mailing labels,  

copying, collating, and stuffing envelopes 
 Assist with general office duties including answering phones, photocopying and ordering supplies  
 Perform various errands as needed 
 Open and process the mail 
 Track school payments and contracts and manage follow-up with schools with Education 

Director during the program season 



 
Qualifications 
 3-5 years’ experience in an office environment 
 Strong organizational skills and the ability to manage multiple work streams effectively 

 Solid commitment to organizational mission, strong desire to participate in all aspects of 
organizational growth  

 Experience using Salesforce CRM required (and other donor management software is a plus) 
 Excellent computer skills, familiarity with current software applications (Microsoft Office  

products necessary, with preference of some knowledge of WordPress and photo editing 
software), email, and social media 

 Experience managing accurate filing and other office organizational systems 

 Excellent time management skills and ability to stay focused in an small, open office with 
numerous distractions 

 Strong communication skills - communicating clearly, respectfully, and effectively, both verbally  
and in writing (including editing)   

 High level of energy, enthusiasm, initiative and entrepreneurship, flexibility and a sense of  
humor 

 Ability to work with minimal supervision in managing multiple tasks independently, efficiently,  
and on time, with a high degree of organization 

 Willingness to work flexible hours, specifically around events  
 Interest in carrying out organizational goals and visions, knowledge of the local marine science, 

education, and/or nautical community, and familiarity with the Northwest non-profit 
community are a plus 

Compensation: $15.00/hour, 18 hours per week with option to increase to 24 hours per week.  
 

To apply:  Email a cover letter, resume and contacts for three professional references to 
info@salish.org with Office Administrator in the subject line. No phone calls please.Position open 
until filled.   

NOTE: Salish Sea Expeditions provides equal opportunity employment to all employees and 
applicants for employment.  All employment-related decisions are based upon valid job-related 
factors.  It is the policy of Salish Sea Expeditions to make hiring and personnel decisions without 
regard to race, color, age, sex, creed, national origin, sexual orientation, gender identity,  marital 
status or the presence of any sensory, mental or physical disability, unless based upon a bona fide 
occupational qualification. 
 
 
 

Salish Sea Expeditions  1257 Patmos Lane  Bainbridge Island Washington 98110  (206) 780-7848 

Website: www.salish.org   Email: info@salish.org 


