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Pilchuck Glass School (PGS) is an international center for glass art education. Our serene campus in Stanwood, Washington, is nestled 
in the foothills of the Cascade Mountains on a former tree farm.  PGS has an exhibition space and administrative office in Seattle, 
Washington, located in historic Pioneer Square.  

From May through September every year, our summer program offers a series of courses as well as residencies for established artists 
in all media. Summer sessions vary in length and offer five concurrent courses in a variety of glass working processes for artists of all 
skill levels. Small classes taught by world-renowned artists and instructors emphasize experimentation and teamwork while fostering 
individual initiative and expression.  PGS also offers residencies for both emerging and established artists during the fall and spring. 
Additional information can be found at www.pilchuck.com. 

About the position 

The Administrative Coordinator reports to the Executive Director and will provide an array of administrative and support activities to the Executive 
Director and the broader PGS team. This is a full-time position in the Seattle Office with occasional travel to campus (Stanwood, WA), and 
to board meetings, donor cultivation events and conferences outside of Seattle. The ideal candidate is collaborative, outgoing, highly 
organized, detail oriented, has strong communication skills, and is flexible enough to assume a range of activities. 
 

 Position responsibilities  

• Provides support to the Executive Director including: preparation of written correspondence and reports, project research and 
updates, printing, and mailing activities; maintaining calendar including scheduling and arranging meetings and overseeing 
logistics; arranging travel itineraries and organizing documents for business trips. 

• Acts as main point of contact for trustees communications and logistics including:  maintaining rosters and mailing list for 
Board of Trustees, Board Committees, and International Council; arranging board meetings along with supporting services, 
and distribution of meeting materials; preparing a trustees calendar and a file of annual letters for all board purposes; 
maintaining corporate records for agendas, notices, minutes and other documents; attending board meetings to manage 
logistics and take  minutes; familiarity with Board of Trustees bylaws and knowledgeable about Board Archives; updating, and 
maintaining and providing board manuals to new trustees. 

• Provides administrative support including: purchasing office supplies and managing those vendor relationships; troubleshooting 
office equipment including postage meter, copier, and phone system and audio/visual tools used for meetings; notifying the 
landlord of office issues and following up on resolution; ensuring record retention policies are followed regarding all office 
records (paper and electronic): and helps plan certain event planning including staff meetings, private tours of campus and 
other program events.  

• Greets visitors and answers phone in the Seattle office. 
• Undertakes other duties as assigned by the Executive Director. 

Required skills 

• Skilled at prioritizing and managing multiple work streams simultaneously while meeting critical deadlines. 
• Highly organized, detailed self-starter who can work independently, as well as collaborate with internal partners. 

http://www.pilchuck.com/summer_program/courses/2015_highlights.aspx
http://www.pilchuck.com/otherprograms/residencies/residencies_overview.aspx
http://www./


• Takes initiative to support the changing needs of PGS; adaptability and nimbleness to assess new information, adjust 
appropriately and chart new courses is required. 

• Ability to assess the urgency of situations and respond accordingly either asking for direction or taking charge as warranted. 
• Maintain a high level of professionalism and confidentiality. 

 
 

Minimum Qualifications 

• A bachelor’s degree or experience equivalent. 
• 2 plus years in an administrative support role. 
• Excellent interpersonal, verbal, and written communication skills. 
• Preferred general office experience in a nonprofit setting working with artists, donors, board members and volunteers. 
• Experience with Microsoft based applications and general knowledge of PC functions including intermediate level ability 

with MS Office (Outlook, Word, Excel and PowerPoint). Experience in Raisers Edge desired.  

• Ability to periodically travel to our Stanwood campus (one hour north of Seattle).  
• Able to lift up to 25 lbs., climb stairs and navigate unpaved pathways. 

 

Compensation and Benefits: 

Salary is competitive and commensurate with experience. Benefits include health insurance benefits, FSA plan, 401(k) retirement plan, 
long-term disability insurance, subsidized transportation pass, vacation and sick leave. 
 
 
To Apply: 

Please send a cover letter, resume and names and contact information for three references we can contact anytime 
to: jobsearch@pilchuck.com, subject: “Administrative Assistant Position, Your Name.” Be sure to label all files with your name. 
Applications will be reviewed on an on-going basis through August 15, 2018. 

 
Pilchuck does not discriminate on the basis of gender, sexual orientation, race, religion, nationality or ethnic origin in 
employment or in artistic or educational programs. 
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