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Tuesday, June 1, 2010 
    Client Services Coordinator
Position Available

Kip Toner Benefit Auctions (KTBA) is a national benefit auction firm providing professional services via auctioneers (seven in Seattle, and five across the nation), planners, coordinators, software, and support personnel to benefit auctions from Washington, D.C. to Hawaii.  Clients include schools, churches, hospitals, arts organizations, associations, synagogues, service clubs, chambers of commerce, political organizations, candidates, and others involved in a fundraising auction.  Benefit Auction Support Company (BAS) retails benefit auction forms, invoices, bid cards, bid forms, and other benefit auction related support materials.

Description:  The Client Services Coordinator (CSC) reports to and supports the KTBA Auction Planner(s) and is responsible for implementing and maintaining a successful client services program for KTBA and BAS.  The CSC cheerfully greets and serves telephone callers to KTBA.  The CSC prepares materials and computer equipment, including networking those computers, for benefit auctions.  Duties include office supply and benefit auction product inventory and restocking, active sales of benefit auction products, shipping benefit auction products, preparing and forwarding correspondence and agreements, managing office files and documents, preparing equipment and documents for auctions, general office computer support, assisting the outside Information Technology firm to maintain the KTBA network and equipment, taking and relaying telephone messages, responding to emails, and other duties as assigned.  The CSC is a personal assistant to the CEO/President, makes travel arrangements and electronically keeps the CEO/President’s personal & the firm’s electronic benefit auction calendar.  The CSC communicates with client auction volunteers and staff by telephone, email, and fax. The CSC proactively supports the other KTBA office staff.
Qualifications:  The successful candidate will have considerable maturity, initiative, and professionalism, and will be able to demonstrate the ability to work independently in a team atmosphere.  Excellent written and verbal communication skills are necessary.  This person is upbeat and outgoing and motivates others with a positive attitude.  As a problem solver, this person is creative and finds a solution to every challenge.  This person assists others both to find solutions, and to put systems in place that ensure a resolved challenge will not reoccur.  The successful candidate will have the ability to grasp quickly the businesses of KTBA and BAS, and enjoys visiting with auction clients on the telephone and in person, and thrives on producing timely work products even under hectic conditions.  This person has substantial inner strength and confidence, and is self driven. This person is motivated by doing work that benefits non-profit organizations.  Computer skills are required. This position requires the use of a financial management program (QuickBooks Pro), a contact management program (Outlook), a spreadsheet program (Excel), a publishing program (Publisher), and a word processing program (MS Word) on Windows XP networked computer equipment.  Ability to use a multi-line telephone system, photocopier, and fax machine is required.  Knowledge of and ability to use e-mail is required.  This position is for a non-smoker, who is bondable and entirely drug free.

Available:  Start date Monday, June 7, 2010 or as soon thereafter as possible.
Process:  First, please review this Position Available Statement.  Then, please submit a letter of interest and resume to reception@ktba.net detailing candidate’s interest, background, experience, creativity, and availability.  Candidates will be selected for an interview based on the creativity of their response.

Compensation:  Up to $32K, depending on experience. This position has two weeks vacation after one year of employment, accrues one day per month sick leave (maximum ten days per year), medical and dental benefits. This position is exempt from overtime. This person may be selected to work additionally (and earn additional compensation) at KTBA benefit auctions, principally on weekends, provided all current work is completed.  This is a position through November 15, 2010 and has a high probability of being extended beyond that date.
Hours:  This position has regular hours of 8:00 A.M. to 5:00 P.M.  Other hours are available on a flex time basis.   During the Spring and Fall benefit auction seasons, this person can demonstrate a strong work ethic by working beyond regular hours to accomplish job duties. These additional hours may be made up by taking equivalent time off during the non-peak seasons.
Additional:  The successful candidate is one who appreciates the advantage of working professionally but in a casual environment where multi-task managing, creativity, initiative, a strong work ethic, and loyalty are appreciated and rewarded. This person is well organized, and sees what is to be done and does it properly without being asked.  This person values the freedom to set individual goals and accomplish them.  This person thrives on receiving acknowledgement and reward for achieving KTBA goals by working with KTBA client auction volunteers and staff as well as KTBA office personnel and field staff.







