
 

 

 

 

Employment Opportunity: Administrative Support (Part Time) 

 

The BDA is a participatory, membership-based nonprofit organization that works to nurture the North 

American biodynamic movement as a diverse, collaborative, and thriving ecosystem.  We aim to 

incubate strong leadership in the biodynamic community; grow the community of biodynamic 

farmers, ranchers, gardeners, and land stewards; communicate the powerful vision of biodynamics 

and the potential it holds for the Earth; and nurture the deep spiritual roots and insights of 

biodynamics.  

We have a strong commitment to diversity, equity, and inclusion in our work and in the world we 

inhabit, which is outlined in our Diversity, Equity, and Inclusion statement, and we expect all team 

members to participate in enacting this commitment. 

The BDA strives to embody biodynamic principles in how we operate as an organization, and we have 

an agile, living approach to organizing our work. Drawing inspiration from Reinventing Organizations, 

Holacracy, and other evolutionary organizational models, our organization is structured into 

self-managing circles made up of a number of roles focused on different areas of work that support 

the organization's mission and theory of change. Most people on the BDA staff fill multiple roles, and 

the structure of circles and roles evolves to meet the changing needs and opportunities that the BDA 

encounters and the developing interests and capacities of staff.  

Our Core Beliefs outline more about how the BDA works in the world, as well as how we work as an 

organization. 

Position Summary 

We are seeking someone with a passion for organization, attending to detail, and supporting 

administrative aspects of a variety of projects to join our geographically-distributed staff team in a 

part-time, 10 hour per week position beginning May 1, 2020, initially filling the following roles: 

Role  Purpose  Accountabilities 

Administrative 

Assistant  

Enhance the 

effectiveness of 

the BDA by 

providing 

excellent 

administrative 

support 

● Supporting Executive Director and other roles with 

excellent, timely, and responsive administrative 

assistance 

● Creating, formatting, and editing documents, 

presentations, emails, and web pages 

● Organizing and entering data in spreadsheets and Civi 

contact database 

● Conducting research and creating reports 

● Filing, copying, scanning, and preparing mailings 

● Assisting with scheduling meetings and making travel 

arrangements 

https://www.biodynamics.com/content/biodynamic-association-diversity-equity-and-inclusion-statement
https://docs.google.com/document/d/1w-sOH3oNQ6uCxfkOI8pqgYvVoukJ-7Baz5DYPmJaQ98/edit
https://www.biodynamics.com/our-core-beliefs
https://www.biodynamics.com/content/staff
https://app.glassfrog.com/roles/68761


● Planning and managing logistics of board retreats 

● Managing the Master Hotel List for the annual 

BDA-hosted conference that includes staff, 

presenters, board members, and key guests, and 

communicating with the Venue and Food Magician 

role about additions and changes to that list 

● Adding community posts to calendar of events and 

forums 

Phone System  Ensure 

functional and 

clear phone 

communications 

for BDA team 

● Updating and recording outgoing BDA phone message 

● Setting up and maintaining extensions for all 

employees and key contractors 

● Distributing current extension list and conference call 

number(s) to all employees and key contractors 

● Assisting employees and key contractors with setting 

up call forwarding and voicemail greetings 

● Determining level of service most appropriate to BDA 

needs 

● Creating policies and reimbursement levels for 

business use of personal phones 

● Working with phone system company to troubleshoot 

and resolve problems 

● Sharing UniTel Voice (or current phone provider) best 

practices with staff 

● Training new employees and key contractors on 

phone system use 

Calendar 

Consciousness  

Coordinate 

scheduled work 

time and time 

off among BDA 

employees and 

key contractors 

to ensure 

healthy 

operations of 

the BDA 

● Maintaining BDA google calendar with up to date 

information on employee and key contractor working 

days/hours/locations and time off 

● Verifying that away messages and email/phone call 

forwarding are in place for all employees who are off 

for 3 or more working days 

● Maintaining a vacation calendar to help employees 

coordinate time off of 3 or more working days 

● Training new employees and key contractors on 

calendar documents and usage 

Family Fairy  Provide a 

joyful, fun, 

educational 

experience for 

children and 

families at the 

conference and 

provide peace 

● Creating a plan for childcare and/or children’s 

activities at the conference 

● Communicating the plan for children with the 

conference circle in order to effectively integrate the 

plan with the rest of the conference content, timing, 

and registration 

● Securing adequate volunteer or paid labor for all 

scheduled childcare hours and/or children’s 

activities, according to state and federal legal 



of mind to their 

parents 

requirements 

● Caring for the logistics of any background checks, 

reference checks, or other required matters related 

to childcare/children’s activities staff and volunteers 

Language 

Weaver 

To assist all 

conference 

participants in 

hearing and 

understanding 

information, 

both in 

preparation and 

onsite 

● Determining which languages will be formally present 

at the conference 

● Researching and securing simultaneous interpretation 

services 

● Translating or arranging for translation of conference 

information, registration form, scholarship 

application, and any other key communications pieces 

● Making a plan to integrate language interpretation 

into conference keynotes, workshops, and other 

events, in collaboration with other relevant roles 

● Receiving and helping determine feasibility of 

meeting special needs requests reported through 

conference registration 

● Responding to non-English inquiries about the 

conference 

● Welcoming ESL and non-English speakers to the 

conference and orienting them to services available 

 

Qualifications 

To fill the above Administrative Support roles, we are seeking candidates with specific skills, 

experience, and enthusiasm relevant to the following: 

1. Passion for providing administrative support in a non-profit environment 

2. A high degree of organization and attention to detail 

3. Tech savvy and proficiency with MS Office suite, Google Suite, and internet research 

4. Motivation and responsibility for completing projects independently 

5. Good time management and capacity to prioritize competing tasks 

6. Enthusiasm for biodynamic and regenerative agriculture, and openness to discussing and 

exploring the spiritual dimensions of biodynamics 

7. Excellent interpersonal communication skills 

8. Fluency in English, with at least conversational proficiency in Spanish preferred 

9. Ability to proactively communicate and ask questions 

10. Willingness to give, receive, and act on honest feedback  

11. Warmth, kindness, and a sense of humor and fun 

It is also essential that you are inspired by and drawn to our organizational mission, and have the 

capacity and enthusiasm to function well within our organizational structure, which offers a great 



deal of flexibility and freedom while requiring a high level of motivation, communication, 

transparency, and accountability.  

Location and Time Commitment 

The BDA is a geographically-distributed, North American organization. We strive to create a dynamic, 

supportive, and flexible organization that allows each employee to realize their creative potential in 

their work.  

All of our staff currently work primarily from home. We have an administrative office in East Troy, 

Wisconsin. Staff are in daily communication through online project management software, email, 

phone, and video meetings. Occasional travel for meetings, events, and conferences is required. 

BDA employees are responsible for setting their own work schedules in coordination with other roles 

they collaborate with, and communicating their schedules clearly to the rest of the team. Regular 

availability Monday - Friday during standard business hours is essential. Due to our spread across time 

zones, most staff circle meetings take place between 9am-2pm PT/12pm-5pm ET.  

We have a strong preference for hiring someone who can commit to 10 hours per week beginning May 

1, 2020 in filling the above roles, with potential for growth in the future. 

Pay and Benefits 

BDA employee pay is determined through our collaborative pay setting and budgeting processes, 

which take into consideration the needs and gifts of each employee and the organization as a whole. 

Please read our Guiding Principles for Pay Setting at the Biodynamic Association for more 

information. The resources we currently have available will support a pay rate for this position of 

$15.23 per hour for our April 1, 2020 - March 31, 2021 fiscal year.  

BDA benefits include four weeks paid time off and eleven paid holidays per year, reimbursement for 

qualified health expenses of up to $200 per month (for employees working at least 20 hours per 

week), and the option to participate in a retirement savings plan.  

Application Process and Timeline 

The Biodynamic Association is an equal opportunity employer with a strong commitment to Diversity, 

Equity, and Inclusion. People of color, people of all ethnic backgrounds and religious affiliations, 

people of all sexual orientations and gender identities, and people with disabilities are encouraged 

to apply. 

To apply, please send an email to resumes@biodynamics.com with the following format (applications 

not sent in this format will not be considered): 

Email subject line: Admin: [Your full name], [City, State]  

Within the body of your email, include a brief personal statement addressing: 

1. Why you are interested in working with the Biodynamic Association 

2. How your skills, interests, and experience intersect with the responsibilities and 

qualifications of these roles 

https://docs.google.com/document/d/1BCAWY-x5BXIy5QLnKWbecIqbqeWVoA3AJe1hAOaiogQ/edit
https://www.biodynamics.com/content/biodynamic-association-diversity-equity-and-inclusion-statement
https://www.biodynamics.com/content/biodynamic-association-diversity-equity-and-inclusion-statement
mailto:resumes@biodynamics.com


3. Your time availability including hours per week, any fixed constraints on your work 

schedule, and when you would be available to begin work 

4. Your desired work location  

5. Anything else you want us to know about you 

 

Attach your current resume as a PDF with the file name: [Your Full Name] Resume 

Applications will be reviewed and interviews will be scheduled on a rolling basis beginning 

Wednesday, April 1. We anticipate a start date for this position of May 1, 2020. 

Email resumes@biodynamics.com with any questions. No phone calls, please. 

mailto:resumes@biodynamics.com

