Nature Center Of ice Assistant
Position Description
Posted 11.5.2021

Riveredge has a 53-year history as a leader in environmental educa on in the state of Wisconsin. The Center
provides science-based, inquiry-oriented, outdoor experiences to over 45,000 learners of all ages each year. The
mission of Riveredge Nature Center is to promote conserva on through educa on that awakens curiosity,
engages the body, and explores connec ons to nature for all genera ons. Through this, Riveredge envisions
healthier human and natural communi es.

Position Purpose
The Nature Center Oﬃce Assistant serves as an essen al part of the Riveredge Nature Center team of staﬀ and
volunteers. This posi on is responsible for performing a range of clerical and administra ve tasks to support daily
opera ons of our oﬃce. Riveredge seeks a dynamic individual with excep onal organiza onal skills to ﬁll this posi on.

Primary Duties
Accoun ng & Development Data Entry
● Perform regular data entry related to ﬁnancial records, philanthropic gi s, and memberships.
● On a daily basis, perform all task related to the opening and closing of visitor center cash drawer
● File a variety of forms including accounts payable forms and grant transac on le ers
● Assist with managing, stocking, and coun ng bookstore inventory
● Assist with mailings for all areas of Riveredge: administra on, development, educa on, and research &
conserva on
● Assist with occasionally upda ng the Riveredge Nature Center website.
● Perform database entry using Blackbaud Altru
● Assist with the scheduling of Zoom mee ngs and Google Calendar entries/invita ons
Visitor Experience
● Represent the organiza on in a highly posi ve manner as an integral part of front-line guest interac ons and
visitor engagement.
● Create a variety of simple signs for trail heads and entrances at Riveredge to direct visitors, share upcoming
programs, and communicate important informa on. Ensure signs are posted in a mely manner.
● Answer and direct phone calls to the appropriate team members while providing quality customer service.
● Assist in front-line tasks such as staﬃng the front desk and donor stewardship eﬀorts to ensure excep onal care
and gra tude for all supporters.
● Serve as a main point of contact for volunteers staﬃng the front desk. This includes orien ng them at the
beginning of their shi s, answering ques ons, and coordina ng projects for them to complete.
Facili es Rental Management
● Assist with scheduling and coordina ng facili es rentals at Riveredge. Over me, become the primary contact
for all rentals.
● Conduct tours for poten al rental clients and review renter responsibili es and requirements.
● Work with the Business Manager to collect rental fees and complete rental agreements.
● Contact renter six weeks prior to the event to review the agreements and ensure they understand the
responsibili es of both par es.

●
●

Work closely with the Facili es Manager to coordinate set-up and clean-up of rentals.
Send a survey to renters following events and compile and analyze feedback.

General Responsibili es
● Par cipate in programs, events, and staﬀ mee ngs of each department as necessary to fully understand the
programs and ini a ves at Riveredge.
● Collaborate with the Educa on Assistant on a regular basis.
● Provide administra ve support, as possible, to the Riveredge leadership team. This includes the Execu ve
Director, Director of Research & Conserva on, Director of Educa on, and Director of Development.
●

Work with all members of the Riveredge staﬀ team and undertake addi onal assignments as necessary.

Position Expectations
●
●
●
●

Work hours: 8:15 AM - 4:45 PM; Monday through Friday
Assist in staﬃng the Visitor Center approximately one Saturday per quarter
Assist in staﬃng special events at Riveredge; approximately 4-5 Saturdays per year.
When a weekend day is worked, staﬀ are expected to take oﬀ a day during the week to ensure a good
work-home balance

Physical Requirements:
● Sit and type for long periods of me indoors among an open concept oﬃce se ng.
● Hike outdoors on varying terrain, in all seasons.
● Ability to li up to 20 lbs. and climb stairs.
In addi on to the primary du es, the Nature Center Oﬃce Assistant is expected to meet the following expecta ons set
forth to ALL staﬀ members of Riveredge Nature Center:
● Meaningfully contribute to the Riveredge staﬀ team. This includes helping with projects, programs, and
events that may fall outside of the primary du es or departments of this posi on descrip on.
● Foster an inclusive and suppor ve environment through personal ac ons such as suppor ng and helping
other staﬀ members and volunteers.
● Provide high quality customer service experiences to all guests and volunteers.
● Strive for excellence and innova on.
This posi on reports directly to the Sr. Manager of Business & Human Resources

Bene its & Working Conditions
This is a full- me, hourly posi on and provides the following beneﬁts. Speciﬁc quan ty of beneﬁts will be presented in
the oﬀer le er.
● Short and long term disability paid 100% by Riveredge,
● Limited matching re rement contribu ons,
● Paid holidays,
● A generous Paid Time Oﬀ (PTO) allotment
● Op onal par cipa on in health insurance and dental insurance programs.
Riveredge Nature Center is commi ed to fostering, cul va ng, and preserving a culture of diversity and inclusion. Our
human capital is the most valuable asset we have. The collec ve sum of the individual diﬀerences, life experiences,
knowledge, inven veness, innova on, self-expression, unique capabili es and talent that our employees invest in their
work represents a signiﬁcant part of not only our culture, but our reputa on and achievement as well.
We embrace and encourage our employees’ diﬀerences in age, color, disability, ethnicity, family or marital status, gender
iden ty or expression, language, na onal origin, physical and mental ability, poli cal aﬃlia on, race, religion, sexual
orienta on, socio-economic status, veteran status, and other characteris cs that make our employees unique.

Preferred Quali ications
●
●
●
●
●
●
●
●

Associates degree or comparable experience in oﬃce administra on or related ﬁeld.
Highly detail-oriented with the ability to priori ze and manage mul ple tasks at once.
Excep onal communica on and organiza onal skills
Proﬁciency in using G-suite such as Docs, Sheets, Forms, Drive, Gmail, Calendar
Experienced in general oﬃce computer so ware and equipment
Self-starter, mo vated, and a well-developed ability to set and meet goals
Excellent, transparent communicator; strong oral and wri en communica on skills
Loves working with a wide diversity of people

To Apply
Please send the following informa on to Business and HR Manager, Tammy Lorge, at tlorge@riveredge.us. For ques ons,
please contact Tammy at 262-675-6888.
● Resume highligh ng recent paid and volunteer posi ons and educa on
● Cover le er. Please include responses to these four (4) areas: 1) Why you are interested in this posi on; 2) Why
you are interested in working at Riveredge Nature Center; 4) available start date; and 3) What qualiﬁca ons you
have which make you uniquely qualiﬁed for this posi on
● Three (3) References. Please include contact informa on for each (email and phone number). References will
not be contacted without ﬁrst no fying you.
● Ideally, please send the above informa on as one (1) PDF.
Priority Deadline: Monday, November 29, 2021. Applica ons will be reviewed as they are received.
Posi on is available immediately.

To Learn More
To learn more about Riveredge’s mission, vision, core values, and recent mission impacts, please visit:
●
●
●

h ps://www.riveredgenaturecenter.org/the-mission/
h ps://www.riveredgenaturecenter.org/history/annual-reports/
Growing Wild: 50 Years of Riveredge - h ps://www.youtube.com/watch?v=-9YVOGgjhDY

