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Position Announcement:  
Administrative & Human Resources Generalist 
Location: Hybrid, Oregon or Washington 

Opening: 1/30/2023 

Closing: Open until filled. Application review begins 2/20/2023 

 

Welcome to Willamette Partnership 
Willamette Partnership is a conservation non-profit with a deep commitment to helping 

build stronger, healthier, and more equitable communities. We believe that people 

need nature and that the well-being of communities and natural systems is inextricably 

linked. We do our work by building and supporting strong, multi-partner, multi-benefit 

solutions through effective collaboration.  

 

We’ve put a lot of effort into developing Core Principles for our organization. At 

Willamette Partnership, we: 

● Start with integrity.   

● Respect and support the leadership of communities.   

● Look to nature for solutions.   

● Understand that our strength lies in partnership.   

● Trust in our ability to find common ground.   

● Ensure equity is part of all of our jobs.   

● Find joy in contribution.  

To learn more about who we are and how we work, check out our 2021-2023 Strategic 

Plan (PDF).  

 

Our work can look intense from the outside, but as one of our recent hires put it, 

“you’re all remarkably chill people for the amount of work you get done.” We pride 

ourselves on being just as fun and flexible as we are driven and productive. We actively 

encourage and model a healthy work-life balance. And our relational approach to our 
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work extends to our internal culture as well — we’re there for each other, joyfully see 

each other as whole people (not just officemates), and genuinely enjoy getting to work 

together. 

 

About the Position 
We are hiring a new team member who will work with our Finance & Operations 

Partner to keep the organization running financially, administratively, and operationally.  

 

Where We Work 

The Willamette Partnership team works primarily from our homes. We maintain a small 

collaborative office on Portland’s Eastside with meeting space and shared desks. Team 

members are welcome to use the space to their comfort level and are provided with an 

annual work-from-home stipend to provide equipment and materials for a safe and 

comfortable workspace. This position is expected to meet occasionally with the team in 

person and may involve occasional regional travel (mostly day trips with occasional 

overnight as needed, estimated at 3-4 times a year) around Oregon and Washington to 

support events hosted by program staff.  

 

What to Expect 
This is a new position on the Willamette Partnership team. Our program team is 

growing steadily, and we want to ensure our administrative and operational support 

systems grow at the same time. The Admin & HR Generalist will help to ensure the 

organization is in top financial form, the team is paid on time and know how to access 

benefits, and our events - both virtual and in person - run smoothly. The Admin & 

Operations Assistant’s responsibilities will include: 

 

● Recording day-to-day financial transactions and completing the posting process. 

● Reconciling payroll taxes, 401k, employee benefit and bank accounts at the end 

of each month. 

● Processing accounts receivable and payable. 

● Running semi-monthly payroll using accounting software. 
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● Perform routine tasks required to administer human resource programs, 

potentially including compensation, benefits, and leave; and training and 

development. 

● Provide scheduling support to the executive director. 

● Coordinate and organize materials and logistics for meetings, conference calls, 

video conferences, live meetings, and events, etc. 

● Provide administrative support to staff at the office and at external events and 

meetings 

● Other duties as assigned. 

 

Qualifications 
We are looking for an accounting or business administration professional with at least 2 

years of work experience. WP’s transparent compensation approach provides higher 

compensation for more experienced candidates and those willing and able to take on 

greater levels of responsibility.  

 

Ideal candidates will demonstrate knowledge, skill, and experience in: 

● General accounting principles. 

● Accounting and bookkeeping software, preferably QuickBooks Online. 

● Administrative and logistical support to management staff. 

● Communication, both verbal and written. 

● Attention to detail and accuracy of work. 

● Time management, with a proven ability to meet deadlines. 

● Preparing, reviewing and understanding a financial statement. 

 

Salary and Benefits 
The starting salary for this full-time position is anticipated to be between $58,500 and 

$70,200 depending on relevant experience and skills. The Partnership strives to be 

competitive, equitable, and transparent in our compensation approach and will share 

additional information on long-term compensation potential on request. We also offer 

a generous benefits package, including health, vision, and dental insurance, holidays, 

an annual bonus, matching 401K, and paid time off accrued at ~6 weeks/year. 
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Application Process 
Interested candidates should submit a resume and a cover letter specifically stating 

how your knowledge, experience, interests, and skills relate to this position. All 

materials should be combined into a single pdf titled “LastName_WPadmin2023.pdf”. 

Submissions should be sent by email to info@willamettepartnership.org. Please 

reference job #Admin-2023 in the subject line. 

 

We anticipate holding two rounds of interviews for this position. Top candidates will be 

contacted within 1 week of the start of the application review process (estimated 

2/20/2023) to schedule an initial interview. Interviewees selected to move on to a 

second and final round of interviews will be asked to provide two professional 

references.  

 

Willamette Partnership is an Equal Employment Opportunity employer. Applicants who 

need reasonable accommodation in order to participate in any phase of the application 

process should call (503) 841-5466.     

    

We are committed to nurturing an inclusive and welcoming culture that values the 

contributions of diverse experiences. We strongly welcome and encourage 

applications from people who identify as Black, Indigenous, Latinx, Asian, Pacific 

Islander, or other People of Color, people who are queer, trans, non-binary, people 

with disabilities, people who are immigrants, people from poor and working class 

backgrounds, and people from rural communities. 

 

We are continuously working to improve our recruitment practices to be more 

equitable and transparent. We are grateful for any feedback, which you can send to 

obrien@willamettepartnership.org.   
  


