Milford Advocacy for the Homeless, Inc. (MAH)
 Program: Second Wind Bicycles
 Position Title: Administrative Coordinator
 Program Steward: John Balsthaser, MAH
 Prepared by: Ruth Houston-Behrens, MAH Corporate Secretary
 Date: [Insert Date]

[bookmark: _gsv1ge7r4cyf]Purpose
The Administrative Coordinator of the Second Wind Bicycles Program ensures that the wheels of organization, communication, and documentation spin just as smoothly as the bikes we deliver. This role supports the Steward, Team Lead, and volunteer members by managing records, ordering supplies, tracking parts, and maintaining donor and recipient communications—all in the spirit of MAH’s mission: “With loving kindness, human dignity, and walking beside those who matter most.”
[bookmark: _jqjvyjr1dmgz]Key Responsibilities
[bookmark: _778enosv12l5]1. Program Administration & Coordination
· Maintain accurate and up-to-date program files (digital and paper) for donations, inventory, repairs, and distributions.
· Record bicycle intake information, refurbishment progress, and final distribution details in the program’s tracking system.
· Manage volunteer schedules, sign-in sheets, and time logs in collaboration with the Team Lead.
· Draft and distribute internal updates, thank-you notes, and partner communications on behalf of the Steward.
· Support preparation of monthly/quarterly reports for MAH leadership, summarizing program impact, activity, and needs.
[bookmark: _2am18h4mj23u]2. Ordering & Inventory Management
· Monitor and track current inventory of bicycles, parts, and tools.
· Maintain a running list of supplies needed (tubes, chains, brakes, helmets, locks, tools, etc.).
· Prepare purchase orders and coordinate part orders from approved vendors or local shops in collaboration with the Steward.
· Reconcile receipts and invoices for parts and supplies, ensuring all transactions align with MAH’s approved budget.
· Maintain relationships with donors, vendors, and local shops for in-kind or discounted parts donations.
[bookmark: _jrldc6pavu5f]3. Donor & Recipient Follow-Ups
· Send thank-you messages to donors for bike or part contributions; log donations for acknowledgment letters.
· Maintain communication with clients/recipients for scheduling pickups or confirming delivery times.
· Conduct follow-ups (by phone or email) with recipients approximately 30 days after distribution to ensure satisfaction and address repair needs or feedback.
· Track success stories and testimonials for use in MAH communications, newsletters, and community updates.
[bookmark: _8u65sf47ita1]4. Volunteer Support & Communication
· Help onboard new volunteers by preparing welcome packets and orientation materials.
· Keep team rosters updated, distribute reminders about shifts, events, or training sessions.
· Support Team Lead in coordinating appreciation activities or events.
· Maintain a volunteer contact list and ensure communication channels (email, phone, group messages) are clear and respectful.
[bookmark: _vkrso496szt2]5. Reporting & Financial Coordination
· Assist the Steward in preparing monthly budget summaries showing expenditures and remaining funds.
· Collect and compile receipts, mileage logs, and order records for submission to MAH Finance.
· Provide data for annual and grant reports (number of bikes refurbished/distributed, volunteer hours, impact stories).
[bookmark: _750vbpqrr6mk]Qualifications
· Strong organizational, recordkeeping, and multitasking skills.
· Proficiency in Microsoft Office / Google Workspace (Excel / Sheets, Docs, Drive).
· Experience with inventory tracking or supply management preferred.
· Excellent written and verbal communication skills.
· Professional, compassionate demeanor with a heart for community service.
· Ability to maintain confidentiality of donor and client information.
· Collaborative and dependable—able to work smoothly with both administrative and hands-on volunteers.
[bookmark: _2rpe1c2o8p66]Time Commitment
· 5–10 hours per week (flexible schedule; combination of in-office and remote work possible).
· Attendance at monthly team meetings or community events as needed.
[bookmark: _lru0v8urtxfk]Reports To
· Program Steward: John Balsthaser
· Collaborates With: Team Lead, Drivers, Members, and MAH Administration
[bookmark: _v911ckp6pbkc]Compensation
· Volunteer position (non-paid).
· Eligible for community service hours, recognition, and training opportunities.
[bookmark: _jkrnvhgf2xhp]Core Values in Action
· Loving Kindness: Every email, order, and thank-you note extends care to our community.
· Human Dignity: Behind every record is a person’s story—handled with respect and grace.
· Walking Beside: Organization is compassion in motion—ensuring our program runs with heart and harmony.

Signature:
 Ruth Houston-Behrens
 MAH Corporate Secretary
 Milford Advocacy for the Homeless, Inc.
 PO Box 585 | Milford, DE 19963
 📞 302-217-3106 | 📱 302-601-0911
 📧 Ruth@milfordadvocacyforthehomeless.org
 🌐 www.milfordadvocacyforthehomeless.org
“With loving kindness, human dignity, and walking beside those who matter most.”


