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Mission: The Lawrence Township School Foundation (LTSF) raises funds and fosters community connections that support enriching educational experiences for all Lawrence Township students. 
Job Title: Office Coordinator 
Job Frequency: This position is a 40 - hour work week (Monday – Friday); however, the Office Coordinator will be expected to maintain a flexible work schedule that fulfills the job responsibilities, workload, and needs of the Foundation including board meetings, committee meetings, and special events.
Job Classification: Full-time, Salary. 
Benefits: Salary commensurate with experience; comprehensive health, dental, and vision plans; retirement savings plan; generous paid time off and holidays; professional development opportunities to enhance skills and knowledge; a supportive and collaborative work environment dedicated to making a positive impact on students and educators in Lawrence Township.
Position Summary: The Office Coordinator serves as the central administrative support professional for the Lawrence Township School Foundation (LTSF) and is responsible for ensuring the efficient day-to-day operation of the Foundation's office. This position provides administrative, operational, communications, program, and event support to advance the Foundation's fundraising efforts and mission.
The Office Coordinator manages office operations, supports Foundation programs and events, implements communications and marketing initiatives, maintains organizational records and donor databases, and delivers exceptional customer service to donors, volunteers, educators, community partners, and the public. This position plays a vital role in ensuring the Foundation operates efficiently, professionally, and responsively.
ESSENTIAL RESPONSIBILITIES:
Office Administration & Operations
· Serve as the primary point of contact for visitors, donors, volunteers, educators, and community partners.
· Coordinate daily office operations, scheduling, purchasing, correspondence, mail processing, and office systems.
· Provide administrative support to the President & CEO and COO, including calendar management, meeting preparation, reports, presentations, and organizational documentation.
· Assist with purchasing, invoice routing, and administrative financial processes as assigned.
· Maintain digital and physical filing systems, office records, and administrative procedures.
· Coordinate Board and committee meeting logistics as assigned.
· Maintain a professional, organized, and welcoming office environment.

Communications & Marketing Support
· Manage and maintain the Foundation website and social media platforms to ensure timely, accurate, and engaging communications.
· Assist with newsletters, email campaigns, digital communications, and marketing materials.
· Create and edit basic graphics using Canva and other design platforms.
· Coordinate photography, testimonials, stories, and visual assets to support Foundation communications and donor stewardship.
· Maintain the communications calendar and ensure consistent Foundation branding and messaging.




Program & Event Administration
· Coordinate registrations, participant communications, and administrative support for Foundation programs, scholarships, and grants.
· Maintain program records, participation data, and required documentation.
· Provide administrative and logistical support for fundraising events and community engagement activities.
· Coordinate volunteer scheduling, event materials, vendor communications, sponsorship fulfillment, and silent auction support.
· Assist with event setup, execution, and post-event follow-up.

Donor & Database Management
· Process donor acknowledgments and stewardship communications such as thank you letters and monthly enewsletters.
· Maintain accurate donor, volunteer, and constituent records within Bloomerang.
· Assist with gift entry, reporting, mailing lists, stewardship reports, and donor recognition activities.
· Maintain the confidentiality and integrity of donor information and organizational records.

QUALIFICATIONS & PROFESSIONAL ATTRIBUTES:
The ideal candidate will possess the following qualifications and attributes:
· Associate's degree or equivalent professional experience required; bachelor’s degree preferred, with a minimum of two years of experience in office administration, nonprofit administration, customer service, communications, or project coordination.
· Exceptional organizational, communication, and customer service skills with the ability to manage multiple priorities, maintain accuracy, and build positive relationships with diverse stakeholders.
· Proficiency with Microsoft Office Suite and the ability to quickly learn and effectively utilize technology platforms, including CRM databases, website content management systems, Canva, social media platforms, and project management software.
· Demonstrated professionalism, integrity, initiative, adaptability, and sound judgment, with a commitment to maintaining confidentiality and supporting the mission and values of the Lawrence Township School Foundation.

SUPERVISION RECEIVED:
· The Office Coordinator reports directly to the Chief Operating Officer (COO).
· The position receives regular supervision through weekly one-on-one meetings, ongoing coaching and feedback, annual goal setting, and a formal annual performance evaluation.
The responsibilities outlined in this position description are intended to describe the general nature and level of work performed by the employee assigned to this position. They are not intended to be an exhaustive list of all duties, responsibilities, or qualifications. Responsibilities may be modified as organizational needs evolve.
APPLICATION PROCESS:
Interested candidates should submit a cover letter, resume, and three professional references to:
Tanisha Jackson
COO
Lawrence Township School Foundation
tanishajackson@msdlt.k12.in.us
Applications will be accepted until the position is filled.
The Lawrence Township School Foundation is an Equal Opportunity Employer and is committed to fostering an inclusive workplace. We encourage qualified candidates from all backgrounds to apply.
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