
Job Announcement
GHCC Office Administrator

Greater Hells Canyon Council (GHCC) is an advocacy-based environmental conservation non-profit based in
La Grande, Oregon. Our mission is to protect, connect, and restore the lands, waters, native species, and
habitats of the Greater Hells Canyon Region, ensuring a legacy of wild ecosystems for generations.

The primary role of the office administrator is to support the professional integrity of Greater Hells Canyon
Council by ensuring the organization’s financial and administrative operations function in an efficient and
accountable manner.

Responsibilities

- Accounts payable and receivable and maintaining accurate books for GHCC’s financial activities.
- Maintaining all organizational records.
- Membership related record keeping, general support, and appreciation communication at the

direction of the executive and/or development directors.
- Providing administrative and logistical support to staff, members, volunteers, interns, and the board of

directors.
- Acting as an integral part of the GHCC team and supporting the mission of the organization by

contributing to a positive, inclusive, and equitable organization.

Qualifications

The ideal candidate will demonstrate the following:
- A strong belief in GHCC’s mission and commitment to its advancement
- Proven experience or education in office administration or relevant role
- Outstanding communication skills and interpersonal abilities
- Excellent organizational and time-management skills
- Familiarity with office management procedures and basic accounting principles
- Proficiency with Quickbooks Online and the Google Suite
- Familiarity with data-entry and database management
- The ability to work successfully and respectfully with people of differing viewpoints
- The ability to work well as a member of a team while being self-directed in completing tasks

General

- Commitment - GHCC welcomes diversity and is committed to creating an inclusive and equitable work
environment.

- Location and Hours - This position is located in La Grande, Oregon. This is a part-time (approximately
20 to 30 hours/week) permanent position and requires occasional work during evenings and
weekends.

- Compensation - This position is paid at a rate commensurate with similar positions in the region.
Please inquire.

- Benefits - GHCC offers a generous vacation policy, paid holidays, personal leave, health benefits, and
some flexibility in hours.

To Apply

- Please send a resume and cover letter with three references to Darilyn@hellscanyon.org

mailto:Darilyn@hellscanyon.org

