
Administrative Assistant 

 

Ladder to the Moon Network (LMN) is a nonprofit organization focused on education of the 

public in relation to immigration in Maine. The organization’s major program is Amjambo 

Africa, a free multimedia publication in seven languages. We are looking for an Administrative 

Assistant to join our small team. The right person will be mission-driven, with good 

communication skills, but also be comfortable with numbers, technology, data, and tracking 

systems such as Excel. We need someone who is detail-oriented, able to work both 

independently and collegially, and able to meet deadlines. Much of the work involves Amjambo 

Africa, with additional organizational tasks relating to Ladder to the Moon. This is a hybrid 

position. While much of the work will initially be done virtually, we are looking for an office in 

the Portland area. This is a three day a week position. $25,000-$30,000, depending on 

qualifications. To apply, send an email indicating interest to: amjamboafrica@gmail.com 

  

Tasks related to Amjambo Africa 

 

Advertising: 

 Invoice advertisers  

 Update excel spreadsheets tracking advertisers monthly, and  

 Meet with administrators to identify advertisers that are currently in the publication to 

ensure that they are invoiced correctly 

 Identify expiring ads so that advertisers may be contacted about continuing or upgrading 

 

Tracking employees & tracking and paying freelancers: 

 Set up and maintain employee and freelancer files 

 Receive and pay invoices of freelancers 

 Receive invoices from writers in Africa and send money orders to them for their work 

 

Working with vendors 

 Pay all bills related to design, printing, distribution, equipment, supplies 

 Track printing and distribution of Amjambo Africa 

 

 

General Administrative Tasks 

 

Working with Board and committees: 

 Handle scheduling of board and committee meetings 

 Collect and maintain minutes 

 Send out agendas and materials 

 Keep LMN site updated with board member bios and photos 

 

Managing grants: 

 Tracking submission, status, and reporting requirements 

 

Other administrative duties: 

 Maintain file system, including corporate and financial information, HR, advertisers, etc. 

 Work with bookkeeper who does Quickbooks monthly. 

 All other tasks identified to enable the organization to run smoothly 
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