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Office Administrator 
Job Description 

Rebuilding Alliance (RA) seeks to hire a full-time entry-level Office Administrator to take on the following 
goals and objectives:  

1) Goal:  Send each donor a thank you note within one week after their donation is received, and 
accurately record the donation and response in RA’s Salesforce CRM 
Objective:  Donor Development support 

a. Manage the thank you note process  
b. Learn the thank you note system on Salesforce.com; 
c. Work by phone with the Salesforce Data Systems Consultant (he is offsite) to learn more 

about Salesforce, and develop the weekly assignments for the Gratitude Team; 
d. Recruit, train, and supervise the Gratitude Team while participating with them when they 

come-in twice a week to do data entry and print receipts and thank you notes; 
e. Pick-up lunch for the Gratitude Team, for their twice a week volunteer days. 

2) Goal:  Help RA with seamless and accurate financial management 
Objective:  Provide assistance with RA’s financial administration 

a. Prepare Salesforce reports and prepare weekly deposits for Exec Director 
b. Create invoices and pay bills using Quickbooks, and printing checks from the Quickbooks 

system; 
c. Work with the Executive Director and the Accountant to resolve any questions they have; 
d. Monthly, prepare the payroll report for review by the Exec Director who will call-in 

payroll; 
3) Goal: help build the success of weekly fundraising events 

Objective:  Lend a hand with tabling events  
a. Assist the Brighten the Future Development Leader on Fridays by driving him to a place of 

worship (usually a mosque) and by assisting with set-up of his donation table, and also 
with handing out fliers, all focused on raising funds to send thousands of solar lights to 
children in Gaza; 

b. Assist with other tabling events on weekends as needed (in exchange for time-off during 
the week); 

c. Contribute to developing participation by helping plan RA’s social media strategy and 
eventually by posting to RA’s social media accounts. 

4) Goal:  Help develop new projects that include art, conference calls, mapping, and filmmaking. 
Objective:  Help with ew project development including brainstorming and assisting in the 
creation of the Gaza art and film program, and the Mapping Palestine Mapathon program, with 
the possibility of advancing to an assistant producer level as each project takes wings and finds 
funding. 
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Rebuilding Alliance, a non-profit organization based in Burlingame California, is dedicated to rebuilding 
war-torn communities and bringing the world together to make them safe. Ours is village-directed 
rebuilding, coupled with community outreach throughout the U.S. to engage congressional help to 
secure village safety through diplomatic means. Though our mission is applicable to most any conflict 
zone, we start with Palestine and Israel, bringing Israelis and Palestinians together to keep Palestinian 
villages standing and to develop building projects. Our work to build a kindergarten with the Palestinian 
village of Al Aqaba led to a remarkable model of U.S. citizen and diplomatic engagement that has helped 
a village of 300 people thrive despite demolition orders. Everyone who works at Rebuilding Alliance is 
committed to building peace and justice through programs that make a tangible difference and together, 
we do our best to make RA a great place to work.  Many who have joined RA as interns or in entry-level 
jobs have gone on to their dream-job or pursued advanced degrees.  

 Qualifications 
• Demonstrated attention to detail; 
• Known for being reliable; 
• Enjoys being part of a team, and doing one’s best so to inspire others to do their best too; 
• Good computer and database skills or willingness to learn; 
• A reliable, energetic, organized team player; a “roll up your sleeves and do what’s needed” kind 

of person with a sense of humor who’s comfortable working in a fast-paced setting; 
• Enjoys driving, has a driver’s license and own car, with a good driving record; 
• A plus: Intention to stay at least 3 years at Rebuilding Alliance. 

 
This is a fulltime Burlingame, CA-based position with a starting salary equivalent to $15 hourly.  After six 
months, the pay will increase to an equivalent of $17 hourly and at that time, benefits will include two 
weeks’ vacation, health insurance, and flexible hours. Rebuilding Alliance is an Equal Opportunity 
Employer. 
 
To Apply 
To apply, submit the following to Contact@RebuildingAlliance.org with the subject line “Gaza Program 
Manager”. No phone calls.  Please include: 

• A complete chronological resume, including dates of employment 
• The names and contact information for three references 
• A cover letter that addresses the following points 

1. Based on your skills, how will you help Rebuilding Alliance meet our community outreach and 
fundraising goals?  
2. Why are you a good fit for this position? 
3. Where did you hear about this position? 

 


