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CONTRACT SERVICES

Association of Gallatin Agricultural Irrigators Administrative Coordinator
Who We Are and What we are seeking

The Association of Gallatin Agricultural Irrigators is a cooperative 501c-5 whose mission is to be the guardian and advocate of the Gallatin River system through the protection of its historically decreed water rights.  
We are seeking a positive and energetic Administrative Coordinator that can support the board and our membership.  Our ideal candidate understands the importance of irrigated agriculture to the Gallatin valley and knows or is willing to learn about water rights policies on a local and state level.   The candidate is also tech-savvy and able to manage the website and social media and continually update membership data in excel. This position plays a vital role in coordinating with the board and board committees, to provide the foundational support for the organization.  The position will be approximately 5-10 hours weekly.  
The position is for an independent contractor who must provide the following:   Office space, likely a home office, with computer, printer, and other necessities for a functioning office. Pay will be dependent on experience.

Work Location: This position will need to provide services throughout the Gallatin Valley. 
Skills and Qualifications:   
1. Direct work experience for a non-profit providing administrative support.  Experience in agricultural irrigation and canal systems, water rights and water law, and/or natural resources is preferred.
2. Excellent data collection and organization, quantitative and qualitative analysis skills.
3. Excellent communication skills both verbal and written.

4. Must have strong technology marketing skills to manage web site and social media and experience of working with a variety of computer administrative programs.
5. Experience writing and administering grants. 
6. Highest level of personal and professional integrity.
7. Ability to work well and be flexible in a growing and changing environment.
Continued on page 2

Essential Functions:

1. Organization Administration

a. Maintain the following:

i. Organizational documents and records:  All computer and paper files, director and membership lists.
ii. Attend Board meetings and support the officers and board chairs with administrative tasks including agenda preparation and meeting minutes.

iii. Manage content for website, social media, press releases, newsletters and other member communications as directed by the Board.
iv. Organize and implement event planning under guidance from the Board of Directors.
2. Grant Administration

a. Research and develop proposals, working with Board of Directors for grants related to AGAI priorities and programs. 
b. Writing and administering specific project grants.
c. Provide required progress reports and invoices for billing.
d. Produce Match Reports for grants.
e. Maintain grants tracking, budget tracking, and expenditures tracking working with Treasurer and bookkeeper.
3. Public Relations / Liaison:

a. Assist and participate in communicating AGAI’s mission and objectives to the community.
4.     Reporting
a. Deliver necessary documents, communications, and reports to the AGAI board for review.
5.  Perform other work as required.
TO APPLY:

Send a letter of interest, a resume, and contact information for two reference to the AGAI Board at president@agaimt.com
