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Project Coordinator—International Women’s Baseball Center
Project Coordinator Job Responsibilities:
· Provides administrative support to ensure efficient operation of office.
· Answers phone calls, schedules meetings and supports visitors.
· Carries out administrative duties such as filing, typing, copying, binding, scanning etc.
· Completes operational requirements by scheduling and assigning administrative projects and expediting work results.
· Makes travel arrangements for senior staff such as booking flights, cars, and hotel or restaurant reservations.
· Exhibits polite and professional communication via phone, e-mail, mail and in person.
· Supports team by performing tasks related to organization and strong communication.
· Ensures operation of equipment by completing preventive maintenance requirements, calling for repairs, maintaining equipment inventories and evaluating new equipment and techniques.
· Understanding of pre-construction and the construction process and contracts to assist with fundraising and development of IWBC Museum campus
· Needs to remain current on daily activities of IWBC as it relates to programming, fundraising and development/construction to interface and answer questions of the public and from members 
· Maintains supplies inventory by checking stock to determine inventory level, anticipating needed supplies, placing and expediting orders for supplies.
· Contributes to team effort by accomplishing related results as needed.
· Works on scheduling and maintaining calendar for use of Beyer Field
· Makes sure all mail coming into office is distributed as needed
· Represent organization at local events when needed
· Help with website updates
· Schedule use of Zoom account by committees and board members
· Applicant will be the full-time local presence in the Rockford area for IWBC
Project Coordinator Skills and Qualifications:
· Reporting Skills
· Administrative Writing Skills
· Microsoft Office Skills
· Managing Processes
· Organization
· Analyzing Information
· Professionalism
· Problem Solving
· Supply Management
· Inventory Control
· Verbal Communication
· Basic Website Understanding
· Ability to read contract documents
Education and Experience Requirements
· Bachelor’s degree required
· 3-5 years of relevant experience
· Knowledge of appropriate software including: Microsoft Word, Excel, and Outlook, Microsoft PowerPoint and Adobe Acrobat, Word Press
· Work with non-profits
· Driver’s license
Work Hours and Benefits
· Not typical 9-5 hours, may have nights and occasional weekend expectations
· Salary range $42-48,000 dependent on education and work experience
What to submit with application
· Letter of interest
· Resume
· 3-5 references with phone and email contact
Submit all materials electronically to kwilliams@iwbc.org. Rolling deadline-open until job is filled.

IWBC is an equal opportunity employer and all qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, disability status, protected veteran status, or any other characteristic protected by law.
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