St. James Family Center

Administrative Assistant
Job Description

Purpose:  
To assist the Executive Director in the day to day operations of St. James Family Center.

Key Responsibilities: 
· Provide support to the Executive Director.

· Use and maintain office equipment, including purchase and maintenance of computers and peripherals.
· Answer telephones and direct calls as necessary.

· Greet people as they enter the Family Center. 
· Take payments/write receipts and enter in Procare
· Attend all staff meetings, take minutes and transcribe.

· Maintain and update enrollment forms and packets, Parent’s Handbook, Staff Handbook, Emergency Manual, New Employee Packets, Employment Applications, and New Board Member packets.

· Keep donation records.
· Prepare deposits take to the bank.

· Order office supplies, utilizing an inventory method and check all deliveries in.
· Set up new employee files and update personnel records as needed. 
· Pick up mail and distribute.

· Maintain tidiness/organization of staff room and downstairs supply cabinet.
· Supervise Volunteers, including tracking of hours.
· Coordinate with Maintenance for the upkeep of the Family Center.
· Add new clients to the Procare system and assign log in numbers.

· Track first aid, food handler’s permits, driver’s licenses and background checks.
· Type all Board Meeting minutes and distribute to board members along with monthly agenda.

· Prepare and distribute quarterly donor newsletter.

· Maintain postage permit/stamp supply.

· Distribute Certificates of Insurance to necessary entities.
· Maintain Community Kitchen/Gym Rentals.

· Maintain Memorial Board.

· Other duties as assigned.

Reporting Relationship:

Reports directly to the Executive Director.

Qualifications:

· AA in related field, preferred.

· Knowledge of Microsoft Office programs, required.
· Must have Valid CPR/First Aid card or the ability to obtain within 30 days.

· Must possess good deductive reasoning and demonstrate good judgment and decision making skills.
· Ability to communicate clearly and effectively, both verbally and written.
· Must be able to work effectively and positively with people.
· Ability to handle detailed work.

· Valid Washington State driver’s license and insurance.
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