
 

 

Job Posting 

Executive Assistant 
  

 
About the Catskill Center 
 The Catskill Center preserves and enriches the environmental, economic and cultural well-being of 
the Catskill region through collaboration, inspiration and stewardship. We believe that the vitality 
and prosperity of the Catskills depend on robust collaboration, thriving local communities and the 
wise stewardship of our natural resources. 
  
Founded in 1969, the Catskill Center will be celebrating its 50th anniversary as a 501(c)(3) non-profit 
organization in 2019. For 49 years, the Catskill Center has partnered with regional organizations and 
local and state governments to balance the preservation of the region’s natural beauty and 
environmental integrity with a commitment to advancing sustainable economic development 
within Catskill communities. 
  
For more information about the work of the Catskill Center, visit www.catskillcenter.org. 
  
Position Description 
 We are searching for a motivated, reliable Executive Assistant to increase the leadership capacity 
and success of the Catskill Center’s executive team as we enter our 50th year of serving the Catskills. 
Jeff Senterman, Executive Director, and Kali Bird, Associate Director co-lead the Catskill Center’s 
efforts to preserve and enrich the environmental, economic and cultural well-being of the Catskills. 
  
The Executive Assistant will provide high-level administrative, secretarial, and executive support 
touching all aspects of an executive’s role. The Executive Assistant will improve their skills and 
understanding of running a business as they apply existing knowledge and skills to tasks in 
financial management, effective operations, and staff support. The Executive Assistant will also 
gain familiarity with the special challenges and opportunities of leading a non-profit organization. 
  
This is a one-year, part-time position, based in New Paltz, NY.  
 
Regular travel to different meeting locations throughout the Catskills and the Hudson Valley will be 
required, with the possibility of occasional travel to New York City. The Executive Assistant will work 
closely with Kali Bird, Associate Director (AD), from New Paltz 21-28 hours each week according to a 
mutually agreed upon schedule and will have significant flexibility in work hours and locations, 
including a home office.  
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By empowering the AD, the Executive Assistant will enhance all Catskill Center staff’s capacity to 
achieve organizational goals and to serve the Catskills region. To learn more about the Catskill 
Center’s team, visit www.catskillcenter.org/what-we-do. 
  
Job Responsibilities 
 Under the supervision of the AD, the Executive Assistant will: 
  

● Collate resources, conduct background research, and analyze information on topics ranging 
from legal compliance and organizational procedures to community planning and flood 
mitigation strategies; 

● Solicit information, proposals, and quotes from external vendors; 
● Create, update, and edit draft budgets, data tables, procedures, documents, contracts, 

reports, and correspondence; 
● Manage documents, including reviewing for completeness and compliance and filing in an 

online filing system; 
● Protect, manage, and file confidential information; 
● Assist AD in program and project tracking, including ensuring alignment with our strategic 

plan, checking in with colleagues, and preparing reports as requested; 
● Help manage AD’s appointments and task schedule by providing timely reminders and 

coordinating meetings, including providing needed information beforehand; 
● Develop and maintain the AD’s contact management system; 
● Complete other tasks as requested. 

  
Required Qualifications 
This is an early-mid career position suited for a competent go-getter seeking to apply skills and 
gain experience in an executive setting.  A bachelor’s degree and previous work experience are 
required. Office or independent contractor work experience is particularly valuable. Applicants must 
have a valid driver’s license and car available to them. Mileage will be reimbursed at standard rates.  
 
Strong candidates will also have the following qualifications: 
  

● Self-motivated, with the ability to accomplish goals independently; 
● Excellent attention to detail, organization and time-management skills; 
● Comfortable creating and updating spreadsheets; 
● Strong communication and writing skills; 
● Command of American English spelling, grammar, and punctuation rules and norms, 

including the ability to proofread thoroughly to produce an error-free final document; 
● Proficiency with computers, web applications, Microsoft Word and Excel; 
● Strong record of integrity, discretion, and ethical sensibility; and 
● Passion for the environment and/or the Catskills. 

  

Application 

The Catskill Center is an Equal Opportunity Employer. 
 Applications will be reviewed as they are received. Position open until filled. 
  
Please send application package, including cover letter, resume, and contact information for 
three professional references to jobs@catskillcenter.org. 
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