River of -
Ref u g €. —— JOB DESCRIPTION — Administrative Assistant

River of Refuge empowers working poor families with financial security through interim housing

IMMEDIATE SUPERVISOR: Executive Director

Duties

Manage general correspondence

Compile and distribute various reports

Handle routine telephone calls

Assist in planning, organizing, and provide support for special events; this may include
being on-site for events

Manage and maintain social media

Provide administrative services

Maintain office supplies

Data input and management of the CRM database — Little Green Light

Other duties as assigned

Minimum Qualifications: Education: High School diploma or equivalent; some
post-secondary education preferred

Experience: Minimum two years' relevant experience
Skills/Abilities:

Ability to generate routine correspondence

Ability to support and promote the mission of the organization

Proficient in the use of Microsoft Office Suite and Google applications

Proficient in the use of Social Media platforms for professional communication and

event advertisement

Good organizational skills

Good communication skills including verbal and written

e Ability to communicate sensitively and effectively in a positive manner to maintain
positive, productive relationships

e Must be a team player and self-starter

e Ability to handle multiple projects simultaneously and perform well with limited
supervision

e Ability to think independently and exercise good judgment

e Able to operate basic business equipment including telephone, computer, copier, fax

machine and scanning equipment



Physical Requirements: Include speaking, hearing, vision and manual dexterity; bending,
squatting, and walking; standing for extended periods of time; sitting for extended periods of
time; lifting, pulling and pushing of materials up to 25 pounds.

Travel: Local

Driving: Must possess a valid driver's license from the state of residence

Working Conditions: Work is performed in a typical office environment; Occasional
weekend and evening work may be required.

Requirements:

e Part-Time Position
e Benefits Eligible — Paid holidays, Vacation and Sick leave



