
   Position Annoncement 
Executive/Finance Assistant 

General 

Region 10 League for Economic Planning and Assistance is a 501(c)3 nonprofit organization based in Montrose, 
Colorado, that serves seniors, businesses, and communities in a six-county region, including Delta, Montrose, 
Gunnison, Hinsdale, Ouray, and San Miguel counties. This position assists with administrative, finance and office 
functions, including processing payments and billing. This position also provides administrative support to the 
Executive Director. The position may be part- or full-time and will be located at our Montrose office. Position is 
eligible for benefits as defined in the personnel policy. 
 
Reporting relationships 

Reports to the Executive Director 

Duties & Responsibilities 
Financial Assistant: 

 Assist with accounting functions including accounts receivable, payable and cash processing.  
 Record checks received, make deposits, assist with cash receipt documentation and reconciliation. 
 Assist with billing, payment processing and reconciliation as needed for programs, follow-up with past due 

payments and concerns. 
 Assist with accounts payable including invoice documentation, approval, coding, processing, filing, etc.  

Executive Assistant: 
 Responsible for coordination of meeting logistics, technology, schedules, meeting minutes, and ensure 

conference rooms are prepared for meetings and with appropriate supplies as needed. 
 Maintain office supplies inventory and ordering and assist with general office equipment operations and 

supplies. 
 Receive, date and distribute mail to appropriate staff and assist with mailings as requested. 
 Assist Executive and Finance Director with various tasks. 
 Assist the staff with special projects as may be needed from time to time. 
 Coordinate office activities as needed for the functions of the organization and programs. 
 Assist with greeting visitors and answering phones, provide information and/or direct to appropriate staff. 
 Perform other duties as required. 

Preferred Qualifications and Skills: 
 Minimum High School degree, with preference for advanced education and/or experience in business, finance or 

accounting;   
 Experience with bookkeeping or accounting software;  
 May be requested to have or obtain Notary Certification; 
 Computer proficiency in Microsoft Office (Word, Excel, PowerPoint);  
 Excellent written and verbal communication skills; 
 Strong analytical and problem-solving skills; 
 Computer proficiency in social media (Facebook, Instagram, LinkedIn) is desired, but not required; 
 Strong organizational and time management skills; 
 Ability to cooperate and collaborate with others is essential;  
 Position may require occasional travel throughout the six-county area;  



 
 
 
Personal Attributes 

 Dependability - Can be relied on to carry out both regular and extraordinary work assignments. 
 Cooperation - Willingness and ability to work with others. 
 Organization - Ability to manage time and space effectively and arrange work materials for most efficient use. 
 Observation of working hours - Works within proper time frames. 
 Flexibility - Ability to meet changing or new situations and needs, and able to adapt to new job assignments. 
 Adherence to policies - Follow organization and departmental policies and procedures. 
 Safety - Understanding and implementation of safe work habits. 
 Appearance - Maintains appearance and personal hygiene appropriate for the job. 

 
Administrative Assistant Salary Range: The non-exempt salary range is $22.00 - $26.00/hour DOE 

 Location: Based in Montrose 
 Date Available: ASAP 
 Closing Date: Until filled 
 Region 10 is an Equal Opportunity Employer offers competitive compensation and benefits, including paid 

vacation (15 days/year based on FTE), holiday (11 days) plus sick leave, health insurance (health, dental and 
vision covered 100% for employees working 32+ hours/week) and retirement (match up to 5% for employees 
working 24+ hours/week) as defined in the personnel policy. 

 
To  Apply: 
Email us at applications@region10.net and be sure to include a cover letter stating why you believe you are a good fit for 

this position, your resume, and three professional references. Please include “Executive and Financial Assistant” in the 
subject line. Open until filled. 

Region 10 League for Economic Planning and Assistance is a 501(c)3 nonprofit organization based in Montrose, Colorado, 
that serves seniors, businesses, and communities in a six-county region, including Delta, Montrose, Gunnison, 
Hinsdale, Ouray, and San Miguel counties. Learn more about Region 10 at www.region10.net 

 

 
 


