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Building community that is humane, compassionate and just

Job Announcement
Receptionist – Program Assistant
	JOB SUMMARY

	Responsible for responding to all incoming phone calls to Associated Ministries, as well as people visiting the office building, while providing administrative and clerical support for the program.

	TASKS

	1. Answer all incoming phone calls, and direct the calls to the proper staff person, internal program area, and/or service provider in the community

2. Greet all guests to the office building, ensuring that they are attended to in a welcoming, hospitable fashion

3. Provide clerical and administrative support to the Director, and other staff.
4. Ensure adequate and appropriate data is being input into database/HMIS
5. With Director, develop and update monthly calendar of activities and deadlines

6. Ensure that all deadlines are being met, following the Monthly Schedule

7. Manage the processing of check requests, and third-party payments  

8. Develop and maintain lists
9. Other duties as assigned.

	WORK EXPERIENCE REQUIREMENTS

	1. Well-developed PC skills, including proficiency with Microsoft Office Suite 2007 (Word, Excel, Access,  PowerPoint, and Outlook) and navigating the internet
2. Two years office experience

3. Typing speed in the 50+ wpm range

4. Demonstrated ability to coordinate complex work assignments, follow through with details, willingness to take initiative, ability to work with minimal supervision.

5. Demonstrated aptitude with administrative support tasks, including filing, meeting support, proof-reading, and telephone support.

	ADDITIONAL REQUIREMENTS

	1. Sensitivity to and ease with Associated Ministries’ constituency (clients and volunteers),                           including diverse ethnic and religious backgrounds
2. Personable and enjoys talking to the general public on the phone
3. Demonstrated excellent written and verbal communication skills

4. Demonstrated strong organizational and time-management skills, with attention to details

5. An eye for detail

6. Ability to multi-task and meet deadlines

7. Dependable, reliable, and flexible, as job demands may require evenings
8. Valid driver’s license, proof of vehicle insurance and reliable transportation

	EDUCATIONAL REQUIREMENTS

	2 or 4 year college degree preferred.  Equivalent number of years work experience will be considered.

	EQUIPMENT USED

	· Desktop computer with Windows 7, and Microsoft Office 2007.

· Photocopiers and other office equipment.

	COMPENSATION

	Salary Range:  $30,000 - $35,000
Benefits:  Health insurance, pension, and generous benefit package as detailed by Personnel Policies.  


Submit cover letter and resume to: Associated Ministries, 1224 South I Street, Tacoma, WA  98405 or michelec@associatedministries.org.  DEADLINE: Dec 15th .  No phone inquiries please. 


