[image: image1.png]‘%rojectProsper

Assisting recent immigrants through loans,
savings and financial education



                                         Project Prosper Administrator Position (Part-Time 20 hours/week)


Position Overview:

Project Prosper is looking for a motivated, passionate, dedicated, self-starter to serve as the Administrator for its Loan and Financial Literacy programs and basic operations.  The different responsibilities include:

· E-Tapestry database maintenance and management  
· Manage E-Tapestry Database including: inputting new partner and donor contact information when necessary, creating and sending ‘Thank You’ letters to donors, and distributing newsletters 3 times a year.
· Prepare periodic reports for the board using E-Tapestry Data

· Volunteer Recruitment 
· Actively recruit volunteers for both the Loan Committee and as Financial Literacy Instructors with the goals of: increasing loan committee membership to 15 members, and increasing Financial Literacy Instructor pool to 20 people.
· Financial Literacy Course Coordination 
· Coordinate and help implement  all Financial Literacy classes with goals of 6-8 nine-session courses, and 5 workshops yearly
· Coordinate and implement 2 volunteer instructor appreciation/evaluation events yearly
· Responsible for making copies and ensuring that all needed supplies are available to instructors and partners
· Compile and manage class and student information (demographics & participation)

· Assisting with management of Loan Committee 
· Assist Loan Committee Chair in vetting loan applications including composing denial letters and calling references.

· Attend the Loan Committee meetings and take minutes

· Call all Loan Committee members to remind them of meetings

· Check-in w/mentors monthly to get updates on borrowers situations

· Researching Grant and Funding Possibilities 
· Research and identify a minimum of 5 funding opportunities for Project Prosper

· Assist in grant writing

· Maintenance and management of the Project Prosper Checkbook and Debit Card 
· Assisting Communications Chair with newsletter content
Qualifications:
· Bachelor’s Degree (BA or BS)
· Ability to work from home complete all tasks in a timely manner

· Ability to travel throughout Pinellas County for meetings, classes etc.

· Knowledge of Microsoft Suite (word, excel, publisher, powerpoint etc.)

· Experience with E-Tapestry preferred

· Experience leading workshops or trainings and/or teaching experience

· Experience interacting with people from different cultures; Bilingual a plus!
The Project Prosper Administrator will meet weekly with the President of the Board and will prepare monthly reports for the Project Prosper Board.  Evaluation will take place after the 90 day-trail period as well as on an ongoing annual basis.  

Compensation:
$12-$15/per hour depending on experience
Please submit resume and cover letter to careers@projectprosper.org
