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AUGUST 2021
The Clinton County Foundation is searching for a qualified individual to serve as a part-time administrative assistant for its office in the Smith-Feike-Minton building located at 2333 Rombach Avenue in Wilmington. 
The person selected must be able to handle day to day financial responsibilities of the Foundation. This is a detail-oriented position that requires learning and using programs specific to community foundations, including becoming knowledgeable of new scholarship and grant software.
The position’s duties include preparing multiple monthly financial statements, managing details of the existing scholarship program, producing checks for grants, colleges, and administrative needs, and tracking deposits from each of the more than 100 funds entrusted to the Foundation.
Additionally, the administrative assistant may provide some clerical and financial records support for other local nonprofit organizations in the community.
The position is part-time and requires 15 – 20 hours of service per week.
The complete job description can be found online at www.clintoncountyohiofoundation.org, along with the hourly pay scale, and the requirements for applying. All applications and notes of interest should be received by the Foundation no later than August 20, 2021.
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