
Do	you	want	to	be	part	of	something	exciting?		Join	the	PAST	Foundation	Team!	

Title: Administra/ve and Marke/ng Assistant  
Hours: 10-15 hours per week 

At 10-15 hours per week, the Administra7ve and Marke7ng Assistant is responsible for the 
following job du7es: ordering and managing PAST Innova7on Lab facility supplies; maintaining 
the facility visitor check in and digital log; direc7ng visitors in the building; receiving packages 
and mail; answering the main phone line and direc7ng calls accordingly. The Administra7ve and 
Marke7ng Assistant will also be responsible for managing and maintaining the PAST 
Founda7on’s Customer Rela7onship Management list (CRM) as well as collabora7ng with the 
PAST Marke7ng team to create and execute email marke7ng campaigns for the organiza7on. 
Addi7onal marke7ng du7es may follow depending on experience and need.  Hourly rate is 
compe77ve based on the applicant’s experience.  This job is ideally suited for a college student 
(or soon to be college student) who wants a fun part 7me job that will be flexible with your 
educa7onal schedule.   

About PAST:  
Founded in 2000, PAST Founda7on is a 501(c) (3) charitable, nonprofit organiza7on. Celebra7ng 
20 years of innova7ve educa7onal prac7ces, PAST has been a leader in designing STEM 
educa7on across the na7on, bringing problem-based learning to educators and experien7al 
programs to students. Created in 2015, the PAST Innova7on Lab, an independently owned and 
operated R&D prototyping facility, was named as a promising example to Re-imagine High 
School as featured in Forbes and recognized by the White House Summit on High School Design. 
Over the years, PAST has been recognized for many awards and has been the recipient of 
numerous grants including being recognized by the U.S. Department of Educa7on for its 
Excellence in Innova7on in the STEM 2026 vision report. PAST was the only educa7onal en7ty in 
Ohio to be included in this publica7on. 

Apply today - please send a detailed resume to Alyssa Reder (areder@pas^ounda7on.org). 
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