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FAMILY OUTREACH, INC.

ADMINISTRATIVE ASSISTANT
JOB DESCRIPTION
______________________________________________________________________

I.
ASSIGNED DUTIES AND TASKS

Position overview:

The Administrative Assistant is responsible for providing administrative support for the program office and staff.  Duties include reception, completing work requests, maintaining supplies, distributing mail, maintaining files and reference libraries, tracking and coordinating maintenance of company vehicles and equipment, providing local office computer administration, and other duties as assigned.  The position reports to the Program Manager.
A.
Reception










50%

Operates the phone system and greets visitors at the front desk to refer them to the appropriate staff or resources.

1. Learns and maintains knowledge of all positions/ areas of the agency

2. Monitors the tracking board to determine staff availability.

3. Receives calls in a professional, courteous, and efficient manner; determines the appropriate routing or referral of calls according to agency policy (e.g., providing staff cell numbers only in cases of emergency) and routes phone calls efficiently to appropriate staff.

4. Greets visitors at the front desk in a professional, courteous, and efficient manner and refers them to the appropriate personnel and/or announces them by telephone when necessary.

5. Accepts, date stamps, and distributes paperwork to the appropriate personnel

B.
Office Administration








35%

Administers technical and clerical support functions for the program office to support staff in meeting program objectives.

1. Completes Work Requests to support internal customers.  This includes following written and verbal instructions accurately; completing work requests within requested time lines; prioritizing work requests with staff input if it is not possible to complete work requests by requested date; completing work requests to individual staff members’ specifications.  This includes revising and editing documents as required/requested; and completing internet research as requested.

2. Monitors office supply levels and orders materials and supplies as needed or requested.  This includes maintaining catalogs of adaptive equipment, educational materials, office equipment, and related resources; maintaining at least 2 weeks supply of forms and office supplies; compiling and requesting professional supply orders; ordering and picking up supply orders; distributing incoming supplies and materials to appropriate staff member or storage; and monitoring the office supply and postage budget.

3. Opens, date stamps, and distributes mail to appropriate staff (or routes confidential correspondence directly to the addressee without opening).  Prepares bulk mailings and packages as requested.  Stamps and mails outgoing mail as requested.

4. Maintains loan libraries to provide reference resources for staff.  This includes carding books and materials for loan libraries and maintaining the inventory of libraries.

5. Provides clerical support for the Direct Service Provider (DSP) system under the direction of the Local Employment Coordinator including distributing correspondence, updating application records, and maintaining application files.
C.
Facility and Equipment Maintenance






10%
Coordinates and tracks vehicle and building use and maintenance, and performs or coordinates equipment and computer operation, maintenance, and repair to support office operations.

1. Maintains an incoming and outgoing log of company cars and, equipment (video cameras, etc).

2. Completes routine Office machine/equipment service such as adding toner and paper to copy machine, changing ribbon on type- writer, etc.
3. Notifies service center when Office machine/equipment repairs or maintenance are required. 

4. Oversees routine and non-routine maintenance on company vehicles as requested. 

5. Completes routine service on company phone systems and cell phones (i.e. voice mail, line problems, etc.), or refers problems to providers.

6. Coordinates building maintenance as required including identifying and recommending (to the Program Manager) outside contractors to maintain building grounds, and notifying repair personnel as necessary for building maintenance.
7. Performs local office computer administration to support program staff and outreach.  This includes updating and maintaining the Agency Website duties for the local office (e.g., updating the  local office’s calendar of events as required and routing local office email messages to appropriate Staff); maintaining a list of local staffs’ passwords; assisting in the operation of local office computer systems (FOCS, Internet, e-mail, DSL, etc); and referring problems to the Business Office.
D.
Other duties as assigned








5%
Perform a variety of other clerical and administrative work as assigned by the supervisor.  This includes coordinating special projects and events, attending training as required, and providing backup and coverage for other Family Outreach staff.
_____________________________________________________________________
II.
REPORTING REQUIREMENTS

The position is supervised by the Program Manager.  Work assignments are received from the supervisor as well as internal and external customers.  Assignments are covered by established methods, procedures, and precedent, and the employee is responsible for choosing the appropriate procedure or precedent from a number of alternatives, for planning and executing work sequences, and for solving routine problems.  The supervisor or users of the work product are typically available to provide assistance and may review work upon completion. Work is performed according to Policies and Procedures established by the Family Outreach Board of Directors and the State of Montana.

____________________________________________________________________
III.
PERSONNEL MANAGEMENT

This is a non-supervisory position.  The position may provide oversight and coordination of contracted services.

____________________________________________________________________
IV.
WORK RELATIONSHIPS/PERSONAL CONTACTS

The position is the primary point of contact for the public, and handles walk-in visitors and telephone calls regarding a range of issues. The position also involves contacts with consumers and families to relay information to program staff. The position answers routine and recurring procedural questions, and refers service or policy issues to other staff.  The position involves contact with Office- and Field-Based staff to relay information, coordinate work activities and projects, and resolve office coordination problems.

____________________________________________________________________
V.
WORKING CONDITIONS

Work is performed in a normal office environment.  The position may involve overtime and weekend work during peak workloads.  The position involves physical demands associated with working on a computer, communicating over the phone and in person, light lifting and filing, and infrequent travel by auto.
____________________________________________________________________
VI.
KNOWLEDGE, SKILLS, AND ABILITIES

The position requires knowledge of office administration principles and practices; business English, grammar, and spelling; personal computers and typical business software applications including word processing, spreadsheets, databases, Internet/email, electronic calendar, and presentation/graphic design applications; alpha/numeric filing methods and systems; customer service methods and techniques.

Requires skill in the operation of office equipment including a computer, operating a multi-line telephone system, accomplishing a great deal of work in limited time, being flexible, and in multi-tasking.

Requires the ability to work well with people under demanding conditions; develop and maintain effective working relationships with a variety of individuals; work independently and with initiative; identify when to ask for help, and be willing to ask for help when appropriate; and to follow procedures expected of all administrative staff and serve company staff and customers in a professional manner.
___________________________________________________________________
VII.
QUALIFICATION REQUIREMENTS

The required Knowledge, Skills and Abilities are typically acquired through a combination of education and experience equivalent to a high school diploma or G.E.D., and one year of office experience including computer, phone system, filing, and clerical support experience.
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