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Arizona Cattle Growers’ Association
Administrative Assistant Position Opportunity
What is the Arizona Cattle Growers Association?
We are a member driven organization who represents the cattle industry and our rural lifestyle.  This is the organization who believes in the same values and mission as the individual rancher working their land and raising their livestock to continue to make a living to feed their family as well as making quality beef available to all people of this great nation.
Reports to: ACGA Executive Director
Type of Position: Full-time, salaried position
Office location:  Phoenix, Arizona
Starting salary: $35,000-$42,000, depending on experience (DOE) 
Federally recognized holidays
Health insurance
After first full year of employment, 1 week paid vacation annually
Paid sick days
90 day probation period
6 month review, followed by annual review thereafter
Cost of living increase, with potential for bonus, both subject to performance
Overview
The Admin Assistant serves as the Editor of the Arizona Cattlelog, ACGA’s monthly membership publication. Oversees the communications and membership aspects of the organization and is responsible for meeting and event planning.
Key Responsibilities
Production of the monthly Cattlelog includes but not limited to: Design, produce and edit; procure appropriate content; interview/research and compose articles; secure advertising; manage budget; manage printer and USPS distribution.
Oversee and manage the ACGA Calf Rollover Sales at the four (4) sale barns.
Produce, design and distribute quarterly newsletter.
Manage social media, marketing emails, website, Facebook, and other media as developed.
Assist in the coordination of the Annual Summer Convention includes but not limited to:  Sponsorship and exhibitor recruitment, schedule speakers, program/banners design, work with hotel liaison for meeting space, meals, etc.  Coordinate with Committee Chairpersons as necessary.
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Assist with membership recruitment.  Attend county meetings, events and special sales at auction markets if needed. 
Assist Committee Chairmen/women and County Presidents to assist in accomplishing the ACGA goals and objectives.
Answer and direct phone calls
Organize and schedule appointments as necessary
Maintain ACGA official records
Assist Treasurer in accounting needs as necessary
Write and distribute email, correspondence memos, letters, faxes/scans and forms
Assist in preparation of regularly scheduled reports
Maintain filing system
Assist with the maintenance of office policies, and the creation of a standard operating procedures manual
Order office supplies and research new cost efficient opportunities with suppliers when available
Assist with travel arrangements as needed for staff and or board members
Reconcile expense reports and submit to Treasurer for reimbursement
Provide general support to visitors
Liaise with Executive Director to handle requests and inquiries as needed
Maintain and orderly and clean office, materials kept current and stocked
Requirements:
Strong written and verbal skills.  Proficient in Microsoft Office programs such as Excel and Word.  Proficient in Adobe InDesign, Photoshop, Publisher or its equivalent.  Willingness to travel, both in and out of state.   Ability to work on multiple projects at the same time. Self-starter with ability to work unsupervised.   Ability to interact with members and members of the industry in a friendly and personable manner.   Exceptional time management skills and the ability to prioritize work.  Extreme attention to detail and problem solving skills.  Ultimately, a successful Admin Assistant should ensure the efficient and smooth day-to-day operation of the ACGA office.
Qualifications:
A degree in Agriculture or Ag Communications or equivalent knowledge and experience in the agricultural industry.   
Application Process
Interested candidates must submit a cover letter, resume and three references.  Submit to Lori Sturgill: rafterscattle@hotmail.com  or 12375 N Holstein Drive, Kingman, AZ  86409, interviews will be scheduled in the office location at:  1401 N. 24th Street, Suite 4 Phoenix, AZ 85008. For questions, call Lori Sturgill, 928-303-1205 or Exec. Director Gaither Martin -  928-245-0103.  Applications are due by November 15, 2018.
image1.png




