JOB OPENING: PLEASE POST

Office Manager/Bookkeeper
The Long Island Progressive Coalition, the local affiliate of Citizen Action of New York, is a 29‑year old organization dedicated to promoting sustainable development, revitalizing local communities, creating effective democracy, enhancing human dignity, and achieving economic, racial and social justice
The organization is looking for an Office Manager/Bookkeeper who has solid administrative experience and the ability to manage an office while having a commitment to social justice issue. 
Come join the team!

Responsibilities of the position will include:
Manage Office

General office work including: filing, mailings, phone calls, ordering supplies.

Database management

Bookkeeping paying bills and entering in quickbooks

Volunteer management

Requirements:

Commitment to progressive issues

Flexibility and ability to multi task

Occasional evenings and weekend work

Attending organizational meetings including board and steering committee meetings
Salary:

Low 30’s with full health and dental benefits and a pension program after one year employment.
To Apply:  Send resume and cover letter to: lisa@lipc.org or fax to (516) 541-2113 attn: Lisa Tyson. No Phone calls please.
LIPC is an affirmative action employer. We are actively seeking a diverse staff, so women and people of color are especially encouraged to apply.

