Job Description:

Dove Administrative Assistant
GENERAL RESPONSIBILITIES

The Administrative Assistant office space is at the secured domestic violence shelter.  The Administrative Assistant must maintain general knowledge of all programs within the agency.  The Administrative Assistant has responsibility for answering the telephone, admitting guests, taking messages, and data entry or other general office duties as assigned.  This position also serves as the gatekeeper to ensure the confidentiality and safety of the domestic violence shelter. This position is supervised by the Domestic Violence Program Director.
EXAMPLES OF WORK
Answers telephone courteously and professionally for the agency.

Answers calls from multi-line telephone system and connecting those calls to the appropriate extension and/or taking direct messages. 
Greets all visitors in a friendly, professional manner and directs to appropriate person/program. 

Manages daily meal counts and places dinner meal order for shelter clients.

As one of the backups to the Administrative Specialist, performs data entry of program documentation into the Infonet & generates monthly reports as needed.  
Assists Administrative Specialist in preparation of intake packets.

Maintains scheduling conference rooms at 302 S. Union.

Sorts incoming mail and processes outgoing mail.
Delivers outgoing mail to post office on daily basis, leaving office at 4:20 p.m.  

Maintains all DV brochures and posters and places orders with ICADV as needed.
Maintains brochure display outside of reception and places orders through as needed.  

Maintains bulletin board in shelter dining room, keeping it current for shelter residents.

Receives donations, directs to correct department, and writes thank you notes.
Responsible for typing General Staff Meeting Minutes. 

Assists in preparing agency mailings and updating mailing list.

Maintains bus token supply and places order as needed.

Attends and participates in all required meetings and events.
Performs related duties as required. 
QUALIFICATIONS

The Administrative Assistant should have one year of successful experience in general office work including public contact. Computer knowledge and word processing experience required. Receptionist will be required to obtain the domestic violence 40-hour training, if not already completed.  Volunteer work or relevant education will be considered in lieu of prior experience. The Administrative Assistant must be able to demonstrate strong communication skills, conform to high standards of confidentiality, and be able to perform assigned tasks on a timely basis. Applicants must be able to perform the following: Lift and carry 30-50 pounds, sit and/or stand for prolonged periods of time, bend, twist, stoop, or kneel, exhibit manual dexterity, vision correctable to 20/20 or sufficient to complete job responsibilities, including color recognition, hearing correctable in order to complete job responsibilities. A valid driver’s license and insurance is required.  Prior to employment, all employees are subject to background and drug checks as required by program grants and the Dove, Inc. Personnel Policy.  These checks may be performed randomly.  
SALARY AND BENEFITS

The introductory salary range for this position is $28,000-$31,000 annually.  Raises are provided annually based on merit and availability of funding. Fringe benefits include paid holidays, accruing up to 18 paid leave days per year, plus one additional day per year of employment, up to 38 days total, group health insurance (30 hours per week or more), life insurance & disability insurance (25 hours per week or more), direct deposit, matching retirement fund, and an Employee Assistance Program. 
WORK CONDITIONS AND ENVIRONMENT
This is a full-time position requiring 40 hours per week, working Monday – Friday, 8:30 a.m. – 4:30 p.m.   This employment is contingent upon continued funding for this position.  The Administrative Assistant is supervised by the Domestic Violence Program Director.  The Administrative Assistant’s office is located within the Domestic Violence Shelter.  This position is subject to the requirements of the Fair Labor Standards Act. 
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