
Position Announcement: Program Administration Assistant
Applications due: December 15, 2022

POSITION SUMMARY: The Center for Agricultural Development and Entrepreneurship
(CADE) seeks a temporary, part time Program Administration Assistant to join the
organization’s team. This is a junior professional position responsible for supporting CADE’s
program managers and overall organizational goals, anchored in communications and
technology assistance. Ability to multitask and keep an organized, collaborative and
communicative process for project management is a must.

ABOUT CADE: CADE (www.cadefarms.org) is a non-profit organization founded in 1991,
whose mission is to increase the number and diversity of successful farm enterprises. Our goal
is for farm and food businesses to compete and thrive, contributing to a sustainable regional
food system and strong local economy. CADE strives to uphold and promote the following
values as an organization and in our work with clients: Sustainability, Collaboration, Inclusion,
Transparency and Innovation.

CADE’s office is based in Oneonta, NY, with most staff working a hybrid-remote schedule. This
position offers a hybrid-remote schedule and availability to work from the office, but must have
availability to travel to the Mohawk Valley, New York for specific program and project based
needs, client needs, by appointment and on occasion. The position therefore requires remote
staff to have a valid driver’s license and access to reliable transportation.

RESPONSIBILITIES:

Administrative and technology support
● Update and maintain CADE’s Client Relations Management System - Salesforce - with

client, partner, and donor data; If an applicant is unfamiliar with Salesforce, they must
have the desire to learn

● Technical assistance for other digital platforms including: Google-Suite, Wix,
ripeCommunity, Zapier, Survey Monkey, Mailchimp, and social media

● Provide administrative and logistical support for the organization as needed, e.g., taking
meeting notes, responding to requests, scheduling travel, updating files, drafting and
sending correspondence, and making copies

● Support CADE’s fundraising efforts, including individual donor cultivation support

General program and client support
● Assist with program scheduling and logistics coordination, including managing online

event registration sign-ups, pre and post-event communications, and logistics
● Support Communications Manager with program outreach and promotion
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● Support grant administration, including assisting with monitoring and evaluation of
program impacts, scanning documents, file management, etc.

● Assist with client inquiries and calls as needed
● Assist with CADE client outreach and networking activities (in person and online)

including, tabling events, and directing clients to CADE programs and services
● Model cultural competency in actively engaging multicultural clientele and prioritizing

relationship building with multiracial, multicultural groups and people

Equity and sustainability:
● Ensure CADE values are brought to all aspects of the work: Sustainability,

Collaboration, Inclusion, Transparency and Innovation
● Patience with and appetite for participating in an ongoing strategic planning process on

diversity, equity, and inclusion within an organization with significant work to do to
advance these agendas inside and out

QUALIFICATIONS:
● Minimum 1-2 years work or lived experience OR personal interest OR research in

nonprofit management or programming, small businesses, farm or food businesses,
food systems or agriculture

● Experience working at a farm, farmers market, or other local food business, a plus
● Outstanding writing, editing, and communications skills
● Curiosity and adaptability that fosters continued learning and growth
● Experienced and comfortable with a variety of office technology (e.g., Wix, Salesforce,

Mailchimp, GSuite, etc. or similar software)
● Coordination and administrative skills
● Self motivated and able to accomplish work independently as well as collaboratively
● Familiarity with antiracist frameworks and commitment to an equitable, sustainable

food system
● Languages including Spanish, Arabic, or French a plus

Salary and benefits
This is a part-time, temporary staff position for 20 hours/week with a salary range of $17-$20
per hour to start February 1, 2023 and to conclude October 31, 2023 with the potential for an
extended period of employment (pending grant funding). It includes prorated contributions to
health and dental insurance for the employee, prorated paid vacation, paid holidays, and a
retirement fund with 3% employer contribution. Employees also receive a $25 monthly stipend
toward their personal mobile phone for work use.

To Apply
Please submit a letter of interest and resume to wendy@cadefarms.org by December 15,
2022. When applying, please include Temporary Program Admin Assistant Application in
the subject line. No phone calls please.  Farmers, people of color, persons with disabilities,
women and LGBTQ+ individuals are encouraged to apply and will be given priority
consideration for the position.
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CADE is an equal opportunity employer committed to complying with all federal, state, and local equal
employment opportunity laws. CADE prohibits discrimination against any employee and considers
applications for all positions without egard to race, color, creed, national origin, ethnicity, sex, age,
disability, sexual orientation, gender identity or expression, marital status, family status, military or
veteran status, height and weight, religion, genetic predisposition or carrier status, arrest record,
political/union affiliation, or any other legally protected status.
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