
 

 

 

 
Administrative Assistant 
 
Organization  
The Institute for Transportation and Development Policy (ITDP) promotes sustainable and 
equitable transport worldwide.  ITDP is a nonprofit organization headquartered in New York City 
with offices in China, India, Indonesia, Brazil, Argentina, Mexico  and the United States. ITDP’s 
programs focus on bus rapid transit, non-motorized travel, travel demand management, 
parking, transport policy and urban development.  More information about ITDP can be found at 
www.itdp.org. 
 
ITDP is seeking an Administrative Assistant to join its New York office. This position will serve as 
a support administrator to the entire ITDP New York office, including the development and 
finance departments. The Administrative Assistant is responsible for maintaining the office and 
ensuring smooth running of the office and the front desk. S/he will be expected to work 
cooperatively and communicate effectively with the CEO, COO, finance team, office staff and 
vendors.  
 
RESPONSIBILITIES 
 
Office Management 

 Provide clerical and administrative support to ITDP’s New York-based team including 
general tasks such as: coordinate mailings, manage general email inbox and fax, 
file and archive documents, off site shredding and  run errands as necessary. 

 Coordinate frequent travel for staff including visas, securing hotels, booking flights and 
creating meeting itineraries. 

 Answer phones and ensure smooth running of the front desk at all times including 
welcome and announce all visitors, clients and other guests and accept packages. 

 Maintain office vendor relationships (office equipment, furniture, phones, IT equipment, 
cleaning services, postage machine, etc.) including evaluating cost effectiveness. 

 Responsible for office maintenance including order supplies, restock and organize and 
ensure general cleanliness of the office. 

 Interface with property management company (landlord) on issues such as light, HVAC, 
building maintenance and security. 

 Create, implement and maintain office related administrative record keeping. 

 Manage the Chief Executive Officer and Founder’s calendars, travel and expenses. 

 Maintain the Founder’s Salesforce contact database and create mass emails as needed. 

 Assist Founder with special projects as needed. 

 Assist human resources with new hire onboarding, including office orientation and 
prepare desk area and supplies, maintain insurance policies. 

 Oversee fire drills and other safety related matters. 

 Other duties as assigned. 
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Finance Support 

 Support the finance team with online donation reconciliations, process refunds via 
SalesForce, AMEX Merchant and TransLink, make office related payments, code bills, 
prepare expense reports and other duties.  

 Credit card management for headquarters and field office finance teams including 
coordinate with staff for charge documentation, dispute charges and enter credit card 
charges in QuickBooks. 

 Prepare CEO’s quarterly expense reports for the Board. 

 Support the development team with online donation tracking.  

 Assist in ad hoc reports as needed. 
 

Event Planning 

 Serve as the point person and oversee headquarter and global staff meetings, award 
ceremonies, meals and senior leadership meetings. 

 Create event contribution invoices. 

 Assist with special projects as needed. 
 
 
REQUIRED QUALIFICATIONS 
 

 1-3  years of related administrative experience, nonprofit experience a plus. 

 Bachelor’s degree. 

 Ability to multi task and handle short-term deadlines and conflicting priorities. 

 Strong attention to detail. 

 Proficient with Microsoft Office, including Excel. 

 Strong communicator with excellent written, oral and interpersonal skills. 

 Excellent problem solving skills. 

 Ability to work both independently and as part of a team, in a fast-paced environment. 

 Demonstrate a high level of integrity and professionalism. 

 Ability to lift light loads and retrieve/move items around the office. 
 
Preferred:  

 Experience working with vendors a plus. 

 Salesforce and/or database experience preferred. 

 Event planning experience a plus. 

 QuickBooks experience a plus. 
 
 
 

To apply, please send a cover letter and resume to jobs@itdp.org with “Administrative 
Assistant” in the subject line. No phone calls, please. 
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