
Black Hills Community Loan Fund is a regional nonprofit organization composed of dedicated team 

members striving to create a positive impact on their local community. BHCLF provides technical 
assistance for low-to- moderate income individuals and families, with a specific focus in helping the 

Native American population. It is the goal of the organization to strengthen one's ability to gain 
access to capital through financial literacy programs, coaching and relationship building. 

Position Summary: Position is full-time, non-exempt

We are seeking a creatively thinking, self-starter who has a passion to empower the under served 
population through financial education. The individual hired for this position will serve as assistant to 
the organization staff and executive director. Candidate will play a role in executing the annual 
marketing plan, including creating marketing collateral, editing social media posts, uploading 
website edits, supporting staff at local boothing events. The candidate will receive on the job training 

pertaining to the workings of a CDFI. 

 Education and Experience Required: 

- Some college, experience in accounting, bookkeeping, and/or finance.

- Must be proficient in Microsoft 360 (Word, Excel, Powerpoint), Adobe, and social media platforms.

- Acute attention to detail

- Ability to handle multiple tasks

- Proficient writing skills a plus

- Experience working a with the under-served population.

- A high work ethic and ability to maintain confidential information required.

Responsibilities & Duties: 

- This position serves as the first point of contact for the organization by answering phones, greeting 

clients/visitors as they enter organization.

- Supports company operations by maintaining office systems

.  

Job Announcement: Office Assistant



- Maintains office efficiency by planning and implementing office systems, layouts, and equipment 
procurement, purchasing and maintaining inventory.

- Maintain marketing collateral inventory

- Participate in the preparation and distribution of marketing materials.

- Participate in community outreach events.

- Maintain Executive Director's schedule

- Prepare staff reimbursement requests

- Prepare staff travel authorization and reimbursements

- Prepare payables for payment

- Assist with monthly invoicing of clients

- Maintains records management system

- other duties as assigned

Salary and Benefits: 

Salary is dependent on qualifications. 

Benefits are paid annual leave, sick leave, and 

holidays. 

How to Submit an Application: 

- Submit resume and three professional references via this platform only.

- Submit 1 page cover letter explaining your interest in working at BHCLF and in this position.

- Applicant must submit to credit and background check.

We are an equal opportunity employer. We 
value diversity and are seeking a diverse pool of 

candidates.




