
 
 

Program and Events Assistant (temporary, part time) 

Fair Trade Federation 

Wilmington, DE 

30 hr./week, January 2017 through May 2017 

 

The Fair Trade Federation (FTF) is a community of fair trade organizations working to create a 

more just and ethical way of doing business. Our members partner with artisans and farmers in 

developing countries to grow their businesses and strengthen their communities. 

 

We are a team of passionate entrepreneurs who are working to have a meaningful impact on the 

world.  We are seeking a Program and Events Assistant who can help our small office run 

smoothly and effectively during our busy season.  For this position we are seeking someone who: 

 

 Is passionate about fair trade and personally drawn to the FTF’s mission; 

 Is highly organized and efficient, with a systematic approach to daily tasks; 

 Can communicate effectively and diplomatically, both verbally and in writing; 

 Enjoys event planning, including the management of many details; 

 Has knowledge of QuickBooks and is very comfortable with technology; 

 Loves to learn new skills, enjoys solving problems, and is unafraid of tackling the 

unknown; 

 Is willing to help out as needed, regardless of role or title.  

 

 

Responsibilities Include: 

 Logistical support for the annual Fair Trade Federation conference and other events.  This 

includes volunteer and speaker coordination, registrant communication, scheduling, and 

other planning tasks;  

 Preparing invoices, processing payments, and maintaining accounts in QuickBooks; 

 Crafting and compiling member mailings and communication; 

 Supporting FTF’s screening and renewal process.  This involves communicating with 

companies, tracking documentation, and organizing large amounts of information; 

 Maintaining FTF’s membership database and assisting with maintenance of FTF’s 

website and Member Hub; 

 Other coordination duties as assigned. 

 

This position is located at our office in Wilmington, DE.  Some travel may be involved, as the 

Program and Events Assistant has the opportunity to attend our Annual Conference (March 29-

31, 2017). 

 

To apply please submit a cover letter and resume.  These materials must demonstrate how your 

background and passions align with our mission.  Materials should be submitted to the attention 

of the Executive Director,  careers@fairtradefederation.org.  No calls, please. 

 

mailto:careers@fairtradefederation.org

