
 

 

Job Description: Community Administrator 

The Community Administrator (the Admin) is the primary staff person responsible for 
the ongoing daily administration of our member portal and back office administration. 
The position is a blend of operations, administration, bookkeeping, facilities, events and 
hospitality and requires the ability to adapt to changing priorities and demands with little 
or no notice. Candidates who apply should demonstrate exceptional energy, 
commitment to service excellence, and leadership in growing as part of an impact-driven 
team. 

PRIMARY OBJECTIVES: 

● Administer/maintain the member portal to provide a positive user experience 
with guests and the public. 

● Maintain the facility and amenities to provide users with a clean space, stocked 
supplies, and smooth processes.  

● Ensure quality record management including financial records.  
● Coordinate bookings for space to maximize space utilization in line with our 

strategic goals. 
 

PRIMARY RESPONSIBILITIES:  

1. Administer and maintain member portal: Maximize the functionality of the 
software to add value to the overall member experience. Maximize the back-end 
efficiencies for managing operations, billing and documentation. 	

2. Event Coordination: Coordinate events (both internal and external) with users to 
ensure set-up, optional add-ons etc are ready. Work with people holding events 
to ensure they are familiar with the event and space policies, and provide 
help/assistance needed.  

3. Administer building-access for events and rentals as well as staffing for after 
hour events/bookings.	

4. Maintain the facility and amenities: Oversee the condition of the space, 
cleanliness, and coordination of vendors (cleaning, copier, etc). This includes 
working with the landlord on building issues that need repairs/maintenance. 	

5. Handle daily/weekly bookkeeping: Take in all mail and process vendor payments 
along with recording payments received. Ensure efficient processing and quality 
and timely record-keeping. 	



6. Foster Community:  Promote friendly use awareness and addresses any 
disruptive or disrespectful members/guests to maintain a healthy and positive 
environment. Passionately embrace, demonstrate and convey the organization’s 
mission, and core values. Be a source of positively and ensure a welcoming 
environment where members and guests feel valued, respected, supported and 
cared for. 	

	

OTHER RESPONSIBILITIES:  

• Host tours for public rental bookings 
• Assist with member/tenant tours as needed 
• Assist with social media as needed  
• Website Updates: Make basic information updated on the website.  

 
PROFESSIONAL SKILLS, ABILITIES & QUALIFICATIONS: 
● Excellent multitasking and problem-solving skills 
● Detail oriented and very organized with a variety of demands and tasks 
● Experience and/or education in bookkeeping or basic accounting 
● Effective formal and information communicator both written and face-to-face. 
● Ability to quickly grasp current internet based software such as Google Docs, CRM’s 

and other online based programs 
 
 
ABOUT NEXUS:  The Nexus Impact Center is a 501©3 nonprofit organization.  Nexus 
helps businesses and organizations overcome obstacles to create impact. We provide 
economical SPACE that meets the needs of boot-strapped start-ups as well as 
established impact organizations. We are a COMMUNITY of like-minded, impact-driven 
pioneers who use their work for good. We ADVOCATE for social enterprises and the 
importance of impact being a part of the bottom line. We SUPPORT organizations 
and businesses that seek impact by providing programs, referrals, and tools that help 
you dream, build, grow and scale your impact-focused endeavor. 
 
 
COMPENSATION : 
This is a full-time, hourly position that pays $17/hour.  Hours are generally to be worked 
Monday-Friday 8-5, with some flexibility.  Benefits include holidays off, paid-time off and 
working with a diverse group of people and organizations to accelerate social impact!  
 
 
 


