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Strategies

to Support Families & Communities





Position Description And Qualifications
Position Title: Administrative Aide

Department: Community Based/Family Centered Programs

Reports To: Family Resource Center Director

Essential Duties and Responsibilities

· Welcome and direct on-site visitors, clients, etc.

· Answer and route incoming phone calls; screen FRC Director’s calls.

· Arrange meetings, prepare agendas, reserve and prepare rooms, record and transcribe meeting notes.

· Receive, document, and route incoming mail and messages; route outgoing mail.

· Order and maintain supplies; assist with arrangement of maintenance records.

· Compose and type correspondence as requested by FRC Director.

· Perform office errands as needed.

· Conduct research and compile and type statistical reports.

· Attend staff meetings, trainings, etc. as required.

· Perform other duties as assigned.

Supervisory Responsibilities: None

Qualifications
· Strong interpersonal skills and the ability to relate to individuals whose value systems and behaviors may differ from worker’s.

· Demonstrate good computer skills.

· Demonstrate good writing skills.

· Demonstrate excellent organizational skills.

· Possess and maintain valid California driver’s license and auto insurance.

Education and Experience

· High school diploma or equivalent.

· Two years experience in a clerical office or administrative assistant position.

· Experience in social work environment desired.

Communication/Language Skills: Ability to read and interpret documents. Ability to comprehend written and oral instruction. Ability to write reports and general business correspondence. Ability to effectively present information and respond to questions from co-workers, supervisors, clients, and the general public.

Certificates and Licenses: CPR and First Aid.
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