
 
Help Lesotho Position: Data Entry and Office Assistant 
 
Help Lesotho is an international non-profit working exclusively in Lesotho, southern African with 15,000-20,000 
beneficiaries benefitting from its programs annually (www.helplesotho.org). We seek a detailed-oriented 
individual to join our small fast-paced team of professionals.  
 
Location: central Ottawa  
Position: permanent  
Relocation: not available  
Compensation: competitive  
Start date: immediate  
 
Overview  
Reporting jointly to the Donor Relations Manager (DRM) and CFO, the Data Entry and Office Assistant will have 
primary responsibility for proactively improving and maintaining all aspects of Help Lesotho’s donor CRM data. 
The OM will be responsible for reception, administrative functions, front-line donor contact, Salesforce inputs and 
outputs and QuickBooks entries to ensure outstanding stewardship of donors and financial tracking.  
 
Overall Purpose  

 Provide effective, efficient administrative and information services for the organization;  

 Provide accurate and timely donation processing and reporting;  

 Move financial information from Salesforce to QuickBooks as required by the CFO;  

 Support staff in fundraising activities and donor relations as required;  

 Maintain a professional and efficient workspace for the Canadian office;  

 Provide direct administrative support to Executive Director and Donor Relations Manager; and  

 Provide a high standard of customer service to staff, supporters and members of the public who contact 
the organization.  

 
Responsibilities  
Financial Responsibilities (70%):  

 Using Salesforce:  

 Accurately enter all information relating donors and revenue into Salesforce (SF);  

 Set and maintain coding rules, develop and perform routine data integrity checks;  

 Build queries and other sorting methods to extract data required for lists and mailings;  

 Generate reports (including monthly management reports), extract data for cash flow analysis, mailing 
lists, labels, forms, invitation lists, etc.;  

 Maintain successful integration of Mail Chimp and QuickBooks with Salesforce;  

 Ensure proper fund allocation, produce weekly/monthly gift transaction reports and work with DRM to 
reconcile numbers;  

 Generate tax receipts daily and annually;  

 Regularly update database and supporter information systems in line with policy and procedures to 
ensure all records are up to date and accurate;  

 Train and supervise other staff and volunteers who work with Salesforce;  

 Using QuickBooks (QB)  
 



 

 Input data as directed by the CFO;  

 Produce income reports for bookkeeping purposes and enter into QB and other bookkeeping tasks as 
assigned;  

 Prepare bank deposits of all revenue as required;  

 Manage pre-authorized donation platforms, credit card records and donations;  

 Maintain up-to-date user’s manual for Salesforce;  

 Review expense claims, invoices, credit card statements and disbursement requests for accuracy and 
eligibility, following up on any missing information or discrepancies, and coding and processing financial 
transactions according to established guidelines.  

 Assist with the preparation of accurate financial information on a timely basis, with analysis of financial 
results in monthly and quarterly financial reports, and providing explanations of any major discrepancies 
or variances compared to budget;  

 Assist with the preparation of quarterly financial reports, variance analysis according to the audit 
timelines as required.  

 Develop revenue projections for quarterly forecasts and harvest expense expectations from staff.  
 
Office Admin (30%):  

 Provide general reception duties and act as first contact for public, answer inquiries and provide 
information as requested in a timely and professional manner;  

 Receive, log and organize received mail;  

 Generate segmented correspondence and thank you letters;  

 Organize and update mailing lists and coordinate all mailings and direct mail appeals;  

 Maintain office supplies as required;  

 Photocopy, address envelopes, file, and assist with special projects as needed;  

 Organize internal and external meetings, board meetings, teleconferencing, including hospitality, co-
coordinating dates, book rooms, organize refreshments and take minutes at meetings as required;  

 Handle travel arrangements for domestic and international staff, volunteers and interns;  

 Maintain an efficient record-keeping system for the team, including calendars, current and archived files, 
and electronic systems;  

 Manage email accounts and help to resolve problems for all users;  

 Oversee all common areas, maintaining a clean, tidy and professional office environment;  

 Recruit and supervise office volunteers; and  

 Remain current on program developments and general Help Lesotho news.  
 
Qualifications  
 
Framework for the position: The successful candidate is required to be flexible and adapt his/her working style to 
changes to working practices and occasionally take on tasks outside the immediate responsibilities listed. 
Occasional evening work may be required for event support.  
 
Job specific qualifications:  

 Valid police check;  

 Demonstrated expertise working with Salesforce or similar CRM databases and inventory management 
systems;  

 Experience in managing data integrity, accountability, financial processes and bookkeeping (using 
QuickBooks); Highly proficient in MS Office (especially Word and Excel);  



 

 Experience with budgets considered an asset;  

 Ability to multitask in fast paced environment with keen attention to detail;  

 Participate in data analyses and developing action plans accordingly;  

 Friendly, professional telephone and in person manner, responding to confidential information sensitively 
and appropriately;  

 Excellent written and oral English and communications skills with experience preparing polished, accurate 
reports;  

 Strong organizational skills with an ability to plan ahead, define measurable objectives and outcomes, and 
meet deadlines and objectives;  

 Self-starter, kind, energetic, well developed ability to work well with others as part of a team, providing 
support as required, and build and maintain effective working relationships;  

 A personal commitment to Help Lesotho’s aims and objectives and an understanding of or willingness to 
learn and remain current about Help Lesotho’s work;  

 Willingness to work flexibly;  

 Previous experience in the not-for-profit sector an asset; and  

 Relevant university or college education or comparable experience.  
 
Qualified candidates may apply at marlene@helplesotho.org. Unfortunately, only successful candidates will be 

contacted due to the amount of applications. 


