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POSITION ANNOUNCEMENT 

Office Assistant 

ENVIRONMENTAL INCENTIVES 
Environmental Incentives’ mission is to enhance the natural systems that sustain resilient and healthy 
communities. We design performance-driven approaches to conservation that empower public and private 
sector leaders to multiply their impact. We are environmental thought leaders pioneering a new wave of 
conservation, helping people get the most from their investments in the environment. Since our 
establishment in 2004, we have become a leading advisor on natural resource programs and policies across 
the country and internationally. Environmental Incentives is a certified B Corporation operating three 
offices across the U.S. and supporting field staff in multiple countries. 

Western Office (headquarters) – South Lake Tahoe, CA 
 Eastern Office – Washington, DC 
 Mountain Office – Denver, CO 

OPPORTUNITY  
Environmental Incentives (EI) is seeking to hire a part-time office assistant to join our office in South 
Lake Tahoe, California. This position is suitable for someone looking to develop entry level skills 
working in an office environment and develop their professional career.     

Key Areas of Responsibility  
 Provide office administration support to EI’s South Lake Tahoe, CA office  
 Support file management and expense tracking 

Principle Duties 
 Assist with expense and receipt tracking, and ensure proper filing of various documents 
 Troubleshoot software and office equipment issues  
 Maintain office supply inventory 
 Maintain business certifications and renew business accounts as needed 
 Assist with scheduling company events and meetings 
 Answer phones and sort/send mail  
 Maintain tidy office by organizing supply and common areas 
 Provide ad hoc administrative support as needed  

Location South Lake Tahoe, CA 

Application Deadline July PP19P

th
P, 2019 

Expected Start July 29P

th
P, 2019 

Position Duration Part-time, 12–18 hours per week 

Compensation $15-17 per hour, depending on experience 
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QUALIFICATIONS  
Environmental Incentives seeks talented, creative and inspired professionals who can contribute to a 
growing company while being flexible enough to fit into a strong culture. 

Minimum Qualifications  
 High school diploma or equivalent 
 Highly organized and able to multitask  
 Strong written and verbal communication skills  
 Proficiency with MS Office 

Compensation  
This position is part-time with an hourly wage between $15 - $17 per hour, depending on experience. 
This position will also be eligible to participate in EI’s 401k plan with up to 5% company matching 
contribution and will accrue sick leave.  

HOW TO APPLY  
To apply, please submit a cover letter and resume on our Careers page with “Office Assistant” as the 
position title. Candidates will be reviewed as applications are received and the position will be filled as 
soon as the appropriate candidate is identified. 

What happens next? 
While resumes and cover letters allow us to screen for certain characteristics, they don’t always let us know 
who you are and the particular qualities and skills you possess. After you apply, if your qualifications 
align with the duties of this position, we will welcome you to interview with the EI team. 

Environmental Incentives is an Equal Opportunity Employer 
We are committed to developing an inclusive work environment where diversity of thought, style, culture 
and skill and is valued in support of individual performance and potential, as well as our business goals 
and mission. 
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