
Updated 4/7/22 Page 1   

Amarillo Area Foundation 
The Don and Sybil Harrington Foundation 

Job Description 
Learning and Events Coordinator 

  

Summary 
Provide a wide range of management assistance, administrative support, and training 
services within the Foundation’s Nonprofit Service Center to help facilitate efficient 
operations. 

Primary Duties/Responsibilities 
1. Assist in maintaining Center files including, client information, correspondence, 

contracts, reports, and research, in accordance with policies, procedures, and business 
practices of the Foundation and the Center.  

2. Coordinate preparations for workshops and consulting engagements. This may entail 
making meeting or room arrangements, preparing documents, managing vendors, and 
audio/visual needs for the event, and providing support during the event. 

3. Schedule facility usage, including meeting preparation, audio/video equipment needs, 
and cleanup. 

4. Prepare invoices and manage Accounts Receivable for the Center. 
5. Research client educational/training needs, best practice trends and topics, and 

community resources; prepare written summaries of the findings. 
6. Grow and maintain client, partner, and nonprofit community contacts. 
7. Maintain accurate records concerning consulting, educational, and professional 

development activities for the Nonprofit Service Center. 
8. Produce program statistical reports and conduct outcome evaluations of various 

projects for the Center. 
9. Research and produce various written reports and publications. 
10. Assist in the administration and marketing of Center educational events including 

Blackbaud Raiser’s Edge events module entry, Online Express entry, and event 
publication and registration. 

11. Maintain familiarity with Foundation Directory Online and provide orientation and 
assistance to visitors of the Funding Information Network. 

12. Cultivate and maintain positive relations with volunteers, consultants, nonprofit 
organizations, and other organizations to sustain strategic program alliances and 
effective collaborative partnerships. 

13. Effectively present information and respond to questions from nonprofit clients and 
the general public. 

14. Maintain electronic event data in accordance with standard procedures. 
15. Provide assistance and coordination for the various initiatives of the Foundation, 

including but not limited to Nonprofit Service Center activities, The Panhandle Gives, 
Foundation events, and fundraising activities. 

16. Support and provide backup relief to the Program Officer. 
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Organizational Responsibilities 

1. Support the mission, vision and philosophy of the Amarillo Area Foundation and The 
Don and Sybil Harrington Foundation. Comply with all organizational policies and 
procedures. 

2. Understand job responsibilities and perform work accurately and in a timely manner. 
3. Demonstrate initiative and identify opportunities for improvement. 
4. Observe confidentiality of Foundation data or private information. 
5. Utilize effective communication skills to obtain or provide basic information to others 

within and outside the Foundation. 
6. Demonstrate commitment to improving communities through philanthropic efforts. 
7. Be able and willing to work with and assist a diverse population, as well as be 

committed to equity, diversity, and inclusion in our workplace and through our work. 
8. Promote AAF’s core values of integrity, respect, collaboration, and innovation 

through your work and staff relations. 

 

Minimum Requirements 
Education 
A high school diploma or GED is required. Some college or a degree is preferred.  
 
Skills and Experience 
1. Nonprofit experience is preferred. 
2. A minimum of three years of related previous experience in the areas of clerical 

project management and administrative support is preferred.   
3. The ability to quickly learn and fully utilize software programs is critical to success in 

this position. 
4. Advanced knowledge of the Microsoft Office suite is required. 
5. Acute attention to detail and accuracy is necessary. 
6. Exceptional organizational skills and an ability to manage multiple tasks and 

priorities are crucial. 
7. The ability to research and collect data, establish facts, and draw valid conclusions is 

essential. 
8. Demonstrated ability to build relationships and work with a wide variety of people. 
9. Must possess public speaking, and public relations skills. 
10. Must possess excellent written and verbal communication and critical thinking skills. 
11. Must be able to work efficiently with moderate supervision. 
12. Ability to work in a flexible environment. 
13. A valid Texas driver’s license is required. 
 


