Employee Name:  
Division:   FORMTEXT 

     
Program:  Disaster Response Program
Job Title:  Administrative Assistant
Job Code:       
Grade:       
Exempt:   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No
Reports To:   FORMTEXT 

     
Job Summary:  Manage Office/Administrative Support
Duties and Responsibilities:  
* Maintain Office Supplies (checking inventory/ ordering/ processing invoices etc).

* Maintain all quick reference sheets.

* Maintain all staff information and keep current (contact/emergency contact information).

* Maintaining staff schedules.

* Submitting staff timesheets.

* Processing mileage reimbursement.

* Processing of all invoices (vouchers and office operation invoices).

* Processing purchase requisitions.

* Maintaining/ ordering gift cards.

* Program banking (i.e. preparing checks for deposit/submitting statement of revenues/ maintaining on-site banking files/records/ check cashing/ custodian of petty cash/ check cashing).

* Data entry/ maintenance and collect/research information as needed for all reports.

* Act as program liaison as needed.

* Attend off-site meetings as needed.

* Division Communications Committee representative.

* Marketing and scheduling of Resiliency Curriculum/Family CARES program.

* Act as co-presenter of Resiliency Curriculum as needed.

* Coordinate all administrative tasks associated with Resiliency/ Family CARES programs.

* Prepare all staff in office technical skills, as needed, to optimize time management and efficiency.

* Assist Program Director with overall supervision of advocates.

* Research cost effective methods of developing and reproducing of program materials.

* Work closely with Program Director researching additional funding, including applying for grants as needed.

* Additional administrative support to Program Director, Division Director, Manager of Operations and staff, as needed .



Requirements:  High School diploma and one or two years of business, college, technical school or equivalent experience.  Additional five years business experience, two with supervisory responsibilities.  Excellent communication skills, ability to multi-task.  Computer experience, especially with WORD and Excel.  Data entry and cash handling experience needed.
__________________________________


______________________________

Employee’s Signature





Supervisor’s Signature

Date Reviewed:  10/04
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