
 

 

 

 

Special Projects and Administrative Coordinator 
Ronald McDonald House Charities - Springfield 

 
The Ronald McDonald House Charities of Connecticut and Western Massachusetts serves as a ‘home away from 
home’ housing children and families who are being treated at nearby hospitals and healthcare facilities. 
 

The Special Projects and Administrative Coordinator (SPAC) will work in close partnership with the RMH 

House Manager and the Development Manager and will play a critical role in supporting the day-to-day 

administrative functions and the effectiveness of Springfield RMH, including guest interactions and support, 

house operations and all development and fundraising event projects and activities. This position is located at 

the Ronald McDonald House, 34 Chapin Terrace, Springfield, MA 01107 

Work is assigned and performed under the general supervision of the House Manager who sets direction, 

reviews completed work with the employee, and evaluates overall performance in accordance with the mission, 

policies and procedures set by the organization.  

 

The SPAC will work collaboratively in developing and implementing systems that increase the effectiveness, 

inclusiveness and efficiency of the Ronald McDonald House Charities of Connecticut and Western Massachusetts 

organization and support RMH Springfield’s ability to grow and expand its impact and breath to guest families, 

community partners and the larger Springfield and surrounding communities.  

 
PRINCIPAL DUTIES AND RESPONSIBILITIES 
Organization 

 Act as a Chapter and House ambassador and maintain a positive friendly and supportive demeanor at all 
times. 

 Follow the RMH CTMA Mission-Policies/ Personnel Handbook / Operations Manual. 

 Take responsibility / initiative for creative problem-solving in areas that directly pertain to the position. 

 Participate in scheduled group and individual staff meetings and one on one supervision and yearly 
evaluation process. 

 Prepare for, attend and actively participate in monthly Advisory Council meetings. 
 

Families 

 Check new guest families into the House and assist families in the check-out process.  

 Provide support for guest families (responding and answering questions, support of requests and 
orienting to the house, etc.) 

 Share in the responsibility of enforcing House rules with guest families as needed.  
 

Administrative  

 Act as front line staff at reception desk, responding to calls, emails and all visitors to RMH. 

 Maintain census entry for guest room, RE NXT database and other census reporting documents relating to 
Springfield House guest stays. 

 Execute records retention policy. 

 Maintain office supplies and paperwork (welcome brochures, referral forms, family folders, wish lists, 
cleaning checklists, printer/copier paper, etc.).  



 Support reporting monthly/annual statistics, Advisory Council, CTMA Board. 
 

House Operations  

 Support day to day operations within the House. Tasks include light housekeeping, organizing, restocking 
supplies, and preparing guest rooms for new families. 
 

Donations 

 Enter data onto the Raiser’s Edge database for in kind donations, guest chef meals and volunteer services. 

 Coordinate and prepare, following a standard procedure, and send donor acknowledgment thank you 
letters and notes for in-kind donations  

 
Volunteers  

 Outreach and recruit house and event volunteers and act as liaison with recruitment, background checks, 
onboarding, scheduling and communication. 

 Support transition between volunteer shifts by providing direction relating to House updates and needs 
and other relevant information. 

 Assist in training and onboarding new volunteers and act as a resource for seasoned volunteers. 
 
Inventory & Facilities  

 In conjunction with House Manager, manage inventory of cleaning and office supplies; coordinate and 
manage inventory and restocking supplies in storage rooms and designated areas around the House on a 
regular basis.  

 Oversee Food Shopping and Coca Cola ordering and inventory. 

 Create, maintain and update in-house signage in collaboration with the House Manager. 

 Support House Manager with facility needs as assigned. 
 
Development / Community 

 Maintain development and event inventory and support purchasing and ordering in collaboration with the 
Development Manager.  

 Support creation and distribution of media alerts and press releases to identified media contacts.  

 Maintain updated media contact information and use it for all event planning correspondence. 

 Participate in the solicitation of stories and images from past guest families and organize and maintain 
completed stories archive. 

 Maintain a range of house and development programs: Pantry Pals, Sponsor-a-Room, Sponsor a Family 
etc. and support the administration of the program where it relates to upcoming reporting due dates and 
cultivate sponsored guest room data for Impact Report. 

 Assist with assigned volunteer recruitment efforts, community outreach and fundraising appeals. 

 Coordinate all development program mailings. 

 Procure raffle and auction items for all RMH fundraising events. 

 Research grant opportunities and make suggestions to mission based prospects. 

 Submit prepared grants under of the direction of the Development Manager 
 
Qualifications 

Education and Years of Experience: 

BA/BS preferred or equivalent work experience with a minimum of 3 years of experience successfully managing 
day to day administration and non profit operations to include but not limited to event planning and related 
fundraising activities with a minimum of 1 year of successful cultivation and proven community relationships and 
building of program opportunities and expansion 
 
Specialized Knowledge, Skills & Abilities: 



 Bilingual Spanish speaking professional 

 Interact, collaborate and work at a high level of efficiency within a team environment. 

 Maintain a professional working relationship with staff, volunteers, families, and board members. 

 Interact professionally / appropriately with RMHC donors, community members and stakeholders. 

 Attend and represent RMHC in a professional / appropriate manner at sponsored events. 

 Take responsibility for articulating work needs in a professional manner. 

 Utilize effective problem-solving techniques with the appropriate outcome.  

 Strong commitment to RMHC mission and values. 

 High levels of professional effectiveness, creativity, collaboration, integrity, optimism, resourcefulness and 

high energy, along with a sense of humor. 

 High level of confidentiality. 

 Excellent interpersonal communication skills with the ability to adapt and respond nimbly to evolving 

priorities, work independently, and as part of a creative team to achieve organizational goals.  

 Outstanding verbal and written communication skills with the ability to adapt the writing style for all 

manner of communications including email, formal letters, informal notes, grant proposals and 

organizational presentations. 

 Proficient ethical leadership abilities and outstanding people skills. 

 Demonstrated team orientation and passion for working with and supporting others in a mission driven 

organization. 

 Experience with program/event planning, implementation and evaluation 

 Relationship development and management skills; orientation to network-building. 

 Valid driver’s license and regular access to a vehicle; willingness to travel locally to support house needs 

and activities. 

 

Work Environment/Physical Demands (if any) 

 

The physical demands and work environment characteristics described here are representative of those that must 

be met by an employee to successfully perform the essential job functions of the job.  Reasonable 

accommodations may be made to enable all individuals to perform the essential job functions. 

 

Working conditions includes but are not limited to the following: 

 Local travel/occasional overnight travel 

 Light lifting may be required 

 Ability and means to travel on a flexible schedule as needed and proof of liability and property damage 

insurance on vehicle used is required 

 

Occasional evening and overnight work hours are required 

 

Job Status 

This is a full time exempt/salaried and benefited position, with an expectation of a minimum 40 hours per week.  

This is an ‘at will’ employment position, which means that either RMHC CTMA or employee may terminate 

employment, with or without cause or without notice. 


