REDWOOD COMMUNITY ACTION AGENCY

Youth Service Bureau Division

JOB ANNOUNCEMENT
TITLE:

Administrative Assistant
STATUS:

Part time, 20 hours weekly
SALARY:

$10.00
AVAILABLE:
Immediately
DEADLINE:
Completed applications must be returned to RCAA by 
February 17, 2012 by 5:00 pm
APPLICATION PROCESS:

Required Employment Applications available at:

Redwood Community Action Agency, 904 G Street, Eureka, CA 95501 or www.rcaa.org 
PLEASE NOTE: Late applications, incomplete applications or resumes without applications will not be accepted.  You will be notified of your status within 14 days of the deadline.
POSITION PURPOSE

Under the general supervision of the Youth Service Bureau Director, or his/her designee, the Administrative Assistant will assist with administrative functions including duties of general office manager.  He/she will coordinate general office operations at central office and outlying programs; coordinate resources, data collection, and information and referral program components; assist with grant support, transportation of youth, and general cleanliness of staff office areas and bathrooms.

GENERAL RESPONSIBILITIES

· Process, facilitate and keep track of procurement of supplies, publications, furniture and equipment,
· Maintain client file system and ensure confidentiality of records,

· Maintain data management information systems,

· Maintain Excel requisitions database,  

· Coordinate the distribution of incoming and outgoing mail,

· Maintain the in-house and cellular phone systems; including troubleshooting, updating voice mails, and providing assistance/training to staff on phone systems.  Also act as a liaison to telecommunications contractor

· Attend division management meetings, assist in compiling agendas and taking minutes, and participate in division-wide planning activities,

· Serve as division representative on RCAA Safety Committee,

· Coordinate and prepare for all monthly YSB staff meetings,

· Run departmental errands (in vehicle) including mail run, supply purchases, grant support, attending agency meetings, transport youth etc...

· Maintain overall cleanliness and organization of office areas including bathrooms,
· Organize, produce, and photocopy agency literature; such as brochures, newsletters, posters, advertisements, and additional outreach materials,
· Record/track agency donor list,
· Other duties as assigned or necessary.

JOB REQUIREMENTS

Knowledge of and Experience With:

· Core computer skills in word processing, database management, spreadsheets and electronic communications (email, creating distribution lists’, participating in list serves, generating e-newsletters, brochures etc.)

· Issues affecting youth, including runaway and street youth issues, child abuse, suicide, gay/lesbian/bisexual issues, transgender issues, and sexual assault

· General office principles, practices and procedure

· Writing letters of inquiry and proposals

Ability to:

· Present self and programs in a highly professional manner

· Handle multiple projects simultaneously

· Work independently and meet deadlines

· Be a strong contributor in team environments

· Transport youth to appointments when needed

· Compose routine correspondence, develop clerical procedures and interpret rules and regulations

· Operate a Macintosh/PC computer with proficiency

· Pay attention to detail, use strong editing skills, and commitment to accuracy

· Read, write, speak, and understand the English language

· Demonstrate good writing and organizational skills
· Communicate clearly both verbally and in writing

· Operate agency and/or personal vehicle, computer, phone, fax and copier

· Ensure and protect agency, employee and client confidentiality and safety

MINIMUM QUALIFICATIONS

Required:

· High School Diploma or equivalent
OTHER REQUIREMENTS
· Must be at least 18 years of age

· Must be a U.S. citizen or lawful permanent resident

· Must have means and capacity to perform job related duties with personal vehicle, as may be required, and must have proof of current automobile insurance

· Possession of valid California’s Driver’s License with current DMV printout showing acceptable driving record

· Submit to fingerprinting for criminal record clearance/background checks with acceptable results

· Proof of current (within 1 year) negative TB test, or willingness to obtain one
· Perform all requirements of the position with or without reasonable accommodations

· Home telephone or other effective means of communication

PHYSICAL REQUIREMENTS OF THE POSITION

· Physical Requirements:

For work performed in office settings: Hand-eye coordination and fine motor skills are necessary to operate computers and various types of office machinery. All of the job functions listed above involve, to a greater or lesser degree, the following physical demands: close vision, hearing and listening, clear complete speech, touching, finger & hand dexterity, walking, ability to traverse stairs, lifting, carrying, and occasional lifting of up to 25 pounds.

· Mental Requirements:

All of the job functions listed above involve, to a greater or lesser degree, the following mental demands: complex reading, writing, clerical, perception/comprehension, math skills, good judgment, and decision-making.

Redwood Community Action Agency is an

EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER

