
 
 

POSITION DESCRIPTION 
 
TITLE:     Club Support Specialist & Special Events Coordinator   
 
DEPARTMENT:    Administrative  
 
REPORTS TO: Chief Executive Officer 
 
SALARY:    Full Time Non-Exempt Salaried Position $30,000 - $34,000 

Benefits include: medical, dental, vision, Paid Time Off, holiday pay, 
Retirement 
 

 
PRIMARY FUNCTION: 
Provide regular clerical and administrative support to the Chief Executive Officer (CEO) or other 
administrative staff, as necessary. Assist in generating revenue through special fundraising events. Prepares 
correspondence and reports, acknowledgment letters and special recognition events. Assist with board 
development by keeping minutes during meetings and providing support to board members. Maintains 
schedule and calendar, answers telephones and maintains electronic and hard copy files.   
 
KEY ROLES (Essential Job Responsibilities): 
1. Performs regular secretarial duties, prepare correspondence and reports as requested by CEO and 

composes draft letters following established formats. Proofreads all materials for accuracy prior to 
supervisory review and signature. 

2. Maintains CEOs calendar, schedules meetings and makes arrangements necessary for internal and 
external meetings. May prepare meeting agenda and minutes, as requested. 

3. Provides staff support to CEO & Community Relations Director on board development and fundraising 
events. 
a. Assists with the planning and implementation of special fundraising events. 
b. Recognize contributions with acknowledgment letters and special recognition events. 

4. Answers telephones, providing general information, referring callers to other staff or taking messages as 
necessary. 

5. Maintains electronic and hard copy filing systems, making sure they are accurate and timely and 
facilitate easy retrieval of information. 

6. Monitors office supply inventory and orders supplies as necessary. 
7. Perform other related secretarial or administrative duties as requested. 
 
RELATIONSHIPS: 
Internal: Maintains close, daily contact with Club staff (professional and volunteer) and supervisor to 
receive/provide information, discuss issues, explain guidelines/ instructions; instruct; and advise/counsel. 
External: Maintains contact with members, families and the general public to give and obtain information, 
either in response to inquiries or as instructed by supervisor. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 Bachelor’s degree from an accredited college or university, or equivalent experience. 
 A minimum of two years work experience in a Boys & Girls Club or similar not-for-profit organization or 

an equivalent combination of education and experience. 



 Word processing skills  
 Good written and verbal communication skills 
 Good organization and attention to detail 
 Strong customer relations skills 
 Able to maintain strict confidentiality 

 
 
ADDITIONAL RESPONSIBILITIES: 
May be assigned special projects periodically by the Chief Executive Officers and other Administrative staff.  
 
 
To apply for this position please send your cover letter and resume to maya.perez@bgc-albany.org 
 

 
DISCLAIMER: 
The information presented indicates the general nature and level of work expected of employees in this 
classification. It is not designed to contain, nor to be interpreted as, a comprehensive inventory of all duties, 
responsibilities, qualifications and objectives required of employees assigned to this job. 
 
Signed by: __________________________________________________________ 
   Incumbent      Date 
 
Approved by: __________________________________________________________ 
   Supervisor      Date 

mailto:maya.perez@bgc-albany.org

