
  

 
 

 
We’re Hiring! 

 
Administrative Manager 

 
Tiny Trees Preschool gives children a quality education and a joyful, nature rich childhood: one full of 
play, exploration, and wonder. By using outdoor classrooms in Seattle & King County parks, Tiny Trees 
eliminates the cost of a brick and mortar facility, making preschool affordable and accessible to all families 
and allowing us to invest in what really matters: empowering great teachers.  An official partner of Seattle 
Parks and Recreation, King County and Burien Parks and the Seattle Art Museum, Tiny Trees has 12 
outdoor preschools in the Puget Sound region.  
  
Location:  This position is based  out of the Impact HUB at 220 2nd Avenue in Pioneer Square and includes 
travel to all corners of King County. 
 
Reports to:  Chief Executive Officer 
 

Position Description 
 

The Administrative Manager works with the CEO and the other members of the leadership team to 
translate the organization’s strategic goals into action.   The Administrative Manager will ensure that Tiny 
Trees has strong systems, policies and processes in place to support our work strengthening Tiny Trees 
classroom across Seattle and King County.  He or she will provide leadership in the areas of finance, 
day-to-day operations and human resources management, within the bounds of a half-time position. 
 
Reports to: CEO 
 
Location: Impact Hub, 220 2nd Avenue in Pioneer Square 
 
 

Responsibilities 
 
Financial Management  

● Provide oversight to agency fiscal functions, including serving as agency liaison to a full-charge 
bookkeeping services and ensuring accurate and timely monthly and year-end reporting.  

● Partner with the CEO to ensure accurate and timely financial information is available to 
management and the board of directors; respond to internal and external financial inquires. 

● Manage staff credit cards and reimbursements using on-line tracking tools (expensify). 
● Assist with contract management and grant reporting. 

http://www.impacthubseattle.com/


  

 
● Human Resources Management 
● Provide oversight to agency HR functions, including overseeing payroll and expense 

reimbursement; maintain employee personnel files as needed. 
● Manage recruiting and hiring processes in alignment with the organization’s values in coordination 

with Education Director and Manager of Operations & Partnerships.. 
●  

Strategy 
● Participate as a member of Tiny Trees Leadership team, problem solving and taking on tasks that 

move the organization forward. 
 
Operations 

● Develop, review and make recommendations for agency-wide operational systems, policies and 
processes, including fiscal, HR. 

● Oversee day to day operations to ensure effectiveness and efficiency, includes identifying and 
selecting appropriate technology options, managing facility needs or ordering office supplies. 

● Serve as a liaison to benefits broker. 
● Ensure that Tiny Trees remains in legal compliance (annual local, state and federal filings) and 

keeps appropriate records, working in partnership with professional accounting and employer 
contractors. 

 
General 

● Work on special projects as needed throughout the year; including building organizational systems 
and infrastructure. 

● Occasionally represent the organization at events. 
 

Skills and Requirements 
● 5+ years relevant and progressively responsible work experience 
● In-depth knowledge of the nonprofit sector 
● Experience working with diverse populations and commitment to equity 
● Strong communication skills 
● Proven planning and analytical skills to evaluate organizational issues and recommend next 

steps/solutions 
● Strong computer skills, including proficiency in Microsoft Office.  Experience with SalesForce or 

equivalent data management systems preferred.  
● Ability to handle multiple tasks, projects and priorities effectively and professionally 
● Ability to work independently and collaboratively 

 
 
We are especially eager to hire individuals with backgrounds similar to those of the young people we serve. 
Multi-lingual and people of color encouraged to apply. 
 
Salary and Benefits: This is a half time exempt position (20 hours per week). Salary range is $32,000 to 
$36,000/year. Benefits include:  Prorated health insurance stipend or full gold level health insurance 
through Kaiser Permanente; employer retirement contribution after six months; technology stipend and 
paid trainings.  Two weeks paid time off (PTO) plus 10 holidays (PTO) and some school closure days (total 
paid time off: 5 weeks). 
  



  

Apply at: Please submit a cover letter and resume with contact info for three references at 
tinytrees.org/about/careers.  Best Consideration Date: July 13, 2018, 5:00 PM PDT 

(Resumes will continue to be accepted after the best consideration date. However, preferential consideration 
is given to those resumes submitted by the best consideration date. The announcement will remain posted 
until the position is filled.) 

Tiny Trees Preschool is an equal opportunity employer. Candidates who add to our diverse community are 
encouraged to apply. 
 
 
 

http://tinytrees.org/about/careers/

