
        Marketing and Administrative Clerical 
 

 
The Marketing and Administrative Clerical for the Wildlife In Need Center works directly with the Marketing and 
Administrative Assistant. In addition, this position provides administrative support to the Executive Director as 
needed. 
 
Position Objectives: 

 Provide administrative support to the Marketing and Administrative Assistant 

 Record donor donations in the donor database  

 Maintain donor information in the donor database  

 Provide support for major special events  
 

General Responsibilities: 
The Development & Marketing Clerical is primarily responsible for administrative support relating to the donor 
database. 
 
Primary Accountabilities: 

 Record donor donations in the donor database  

 Maintain donor information in the donor database 

 Assist in compiling donor communication mailings 

 Event planning and support 
    a. Auction solicitation letter mailing 
    b. Organize donated items into auction and raffle packages 
              c. Create and print name tags, table cards, and display materials  

 Assist with the set-up of auction and raffle items at events 

 Assist guests when picking up auction and raffle items   

 Pack up materials for transport back to WINC  

 Greet and check in guests at events 

 Sell raffle and event tickets   

 Other assignments as requested by MAA or ED 
 
Qualifications 

Preferred- Associate or bachelor’s degree in business, marketing or related field is preferred. Minimum- High 
school diploma or equivalent. Demonstrated interest in WINC's mission is a plus.  
Successful candidates will possess excellent organizational skills, highly detail oriented, and able to work on 
own. Able to learn quickly and complete tasks within agreed upon timeframes. 
Strong interpersonal skills and the ability to work well within a team structure environment. Fundraising and 
event experience are a plus, but not required for this position. 
Good working knowledge using these programs: 

 Microsoft Word 

 Excel 

 Donor database  
 
This is a part-time, hourly position. Hourly rate of $10.00. It is estimated that this position will require 
approximately 4 hours per week.  Days and hours are flexible. This position requires signed confidentiality and 
photo/social media agreements. 
 
To Apply: Please email your resume, three professional references and cover letter explaining how your 
qualifications fit the requirements of this position. To Debbie Verhalen, WINC Marketing, 
dverhalen@helpingwildlife.org with “WINC Marketing/Administrative Clerical Position” in the subject line.  
 

 

mailto:dverhalen@helpingwildlife.org

