Administrative Associate 
Digital Library Federation

The Digital Library Federation (DLF) is a 40-member consortium of libraries and related agencies that are pioneering in the use of electronic-information technologies to extend their collections and services. DLF provides leadership for libraries by identifying standards and "best practices" for digital collections and network access; coordinating leading-edge research-and-development in libraries' use of electronic-information technology; and incubating projects and services that libraries need but cannot develop individually. 

Description: The Digital Library Federation seeks an individual with strong organizational and inter-personal skills to fulfill a range of administrative tasks for a small, distributed nonprofit organization.

Position Duties and Descriptions
· Provide a range of administrative support for operations and programs.

· Answer e-mail and telephone inquiries.

· Schedule meetings and teleconferences. 

· Organize and maintain accurate records of expenses.

· Receive and process accounts payable, cash receipts, and reimbursement requests.

· Attend and assist in coordination and management of staff meetings, Board of Trustees meetings, semi-annual Forums. 

· Maintain and update contact information of members and vendors. 

· Initiate mailings, overnight deliveries, ordering of supplies and publicity products.

· Assist in content creation and maintenance for website.

· Compose and post messages for electronic mailing lists. 

· Maintain electronic and physical operational files and organizational archives. 

Qualifications: Must have good organizational, oral, and written communication skills. Experience in a similar position is desirable. Basic experience with computer desktop applications such as Microsoft Office is essential. 

Key Relationships: Reports to Program Manager. Works closely with Executive Director (based in California). Provides support services to DLF Board members.

Compensation: Salary commensurate with experience; full benefits. 

Application: letters, curriculum vitae, and reference list should be addressed to: 

Barrie Howard, Program Manager
Digital Library Federation
1755 Massachusetts Ave., NW, Suite 500
Washington, DC 20036
e-mail: bhoward@diglib.org

