
Position Announcement: Administrative Manager 
Grow Food Northampton seeks a part-time (16-20 hours per week) Administrative Manager to keep all of 
our systems and operations running smoothly and improve them over time. We seek a candidate who 
loves to team up with other staff and external providers to come up with great solutions that help achieve 
the mission. 

About Grow Food Northampton 

Grow Food Northampton works in concrete ways to build a community that supports its farms and 
farmers and makes their products accessible to everyone who lives here. Grow Food Northampton: owns 
a 120-acre community farm that leases land to several private farmers practicing sustainable agriculture; 
manages a vibrant 290-plot organic community garden; operates a thriving downtown farmers’ market; 
educates over 1,000 students about local food on the farm and in the classroom annually; and manages 
food access initiatives that make local food affordable and accessible for hundreds of low-income 
households. Founded as a volunteer-driven non-profit in 2010 with a campaign to acquire the farm, Grow 
Food Northampton now serves the small city of Northampton and nearby communities with a staff of 
three full-time and three part-time employees. 

Position Description 

The Administrative Manager will perform many functions and work with every person and program. The 
successful candidate will learn, implement, and ultimately innovate and adapt so that our systems support 
our programs and organization with efficient operations and excellent performance. This is a problem-
solving role meant for someone with the skills and attitude to continuously improve our operations.  

The position is expected to be roughly equally divided among duties related to bookkeeping, fundraising, 
and program/general support. There will be regular duties that occupy some hours each week, but also 
many seasonal patterns and special projects that ensure a varied routine. 

Representative Responsibilities 

• With support from contract bookkeeper, ensure accurate invoicing, receivables recording, payment 
processing, and expense coding. 

• Manage database for supporters and program participants, including data entry and cleanup, 
development and maintenance of reports, and other tasks. 

• Maintain clean integration between database and email systems and support other staff in sending 
emails to target audiences. 

• Process donations and grants, generate acknowledgment letters, and support reporting and 
reimbursement invoicing to grantors and business sponsors. 

• Help design and implement human and systems workflows and document business processes to 
ensure consistency and clarity. 

• Coordinate development efforts with Executive Director, including database tracking, meeting 
scheduling, mail appeals, stewardship activities, and events. 

• Assist with volunteer recruitment, training, and management, event planning, and oversight of 
work-study students and interns 

• Represent the organization in a professional manner with a variety of stakeholders. 
• Identify and pursue opportunities to strengthen office function and organizational culture through 

peer learning, training, systems innovations, team-building, and more.  



• Participate in staff meetings and activities and become an integral member of the Grow Food 
Northampton team.  

• Perform other duties as assigned. 

Systems we use 

• Money: Quickbooks Online, Expensify, Bill.com 
• Database: Salesforce with NPSP and Apsona 
• Productivity: Google Suite, Asana, Calendly, Microsoft Office 
• Communications: MailChimp, WordPress 

Required Qualifications 

• Detail-oriented with excellent organizational skills, ability to grasp systems 
• High level of technology fluency and capacity to master new cloud-based systems and train others 

in their use. 
• Excellent working knowledge of Microsoft Office applications. 
• Excellent written and oral communication skills. 
• Emotional maturity and ability to work collaboratively with people of any race, ethnicity, gender, 

sexual orientation, class, and religion. 
• Ability to make good judgments about when to seek guidance. 
• Ability to meet physical requirements of the position, from sitting or standing at a desk for long 

periods to lifting 30 pounds and walking on uneven terrain. 
Preferred Qualifications 

• Demonstrable skill with Quickbooks Online, Salesforce. 
• Knowledge of professional bookkeeping practices and/or relational database management. 
• Spanish speaking and/or writing proficiency. 
• Life experience relevant to any of our programs and audiences (e.g. in a low-income household, 

on a farm, as a gardener or educator) 
• Driver’s license valid in Massachusetts. 

Job Type and Schedule 
Part-time (16-20 hours per week on average), year-round. Some weekend and evening hours required. If 
desired, weekly hours can fluctuate around an agreed-upon average of 16-20 to meet varying demands of 
the position and personal schedule.  

Compensation and Benefits 

$16-$19/hour depending on experience, with paid sick days and 401(k) retirement account with 4 percent 
employer match. Part-time employees do not receive paid time off, but if work is required on a designated 
holiday, the hourly rate is time-and-a-half. Unpaid time off can be arranged in advance. 
To Apply 

Send cover letter, resume, and public LinkedIn profile (if available) to Clem Clay, Executive Director, at 
clem@growfoodnorthampton.com. Applications will be accepted and reviewed until a selected candidate 
has accepted the position. Interviews for qualified applicants will be scheduled starting July 15 with the 
intent of making a decision by the end of July. Start date is negotiable, but ASAP is preferred. 
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