CHILD & FAMILY DEVELOPMENT PROGRAMS

Community Action Team, Inc.

Job Description 
POSITION Title:    Office Support Specialist
DEPARTMENT:  Human Investment

POSITION REPORTS TO: Head Start Director    FTE:  100%

POSITION DURATION: as funds permit

WRITTEN BY: CAT Administration

PERSONS SUPERVISED:   0  


APPROVED BY:  Policy Council        







APPROVAL DATE:
03/11/09



APPROVED BY: SDA







APPROVAL DATE:
01/16/09
POSITION SUMMARY:
S/he will perform a wide variety of creative, responsible and complex administrative, secretarial and clerical duties for the program director and administrative staff. S/he will provide software technical assistance to staff as needed; and support the goals and objectives of the program.
QUALIFICATIONS:
1. One year education in office management or three years working experience in an office with progressive responsibilities.

2. Advanced computer skills and knowledge of word processing, database, publishing, and computer operating system software.

3. Ability to operate and troubleshoot minor problems on all office machines such as copier, fax, binder, laminator etc.  
4. Ability to communicate effectively with children and adults in both verbal and written format.

5. Ability to work in a cooperative team manner and to follow directions and program policies.

6. Ability to greet and receive people in a friendly and professional manner.

7. Must have current First Aid/CPR card.

8. Must have dependable transportation and/or valid driver’s license and auto insurance.

9. Must be on the criminal history registry and pass a pre-employment drug screening.

10. Bilingual skills a plus.
11. Must be willing and available to work flexible hours.

12. Must be able to travel to out of town meetings and trainings.

13. Ability to occasionally lift up to 50 lbs.

14. Ability to participate in regular kneeling, stooping, bending and sitting on the floor.
15. Ability to sit for long periods of time at a computer and frequent standing while using various office machines.
16. Must be able to work with families from a diverse population.

DUTIES AND RESPONSIBILITIES:
1.
Must maintain program and client confidentiality policies.

2.
Must maintain a working knowledge of program plans, policies and 


performance standards.

3.
Responsible for day-to-day office operation.

4.
Manage all incoming phone calls in a polite and courteous manner. Take messages accurately. Review and distribute calls on the answering machine each morning. 
5.
Responsible for processing all incoming and outgoing correspondence.

6.
Responsible for maintaining postage machine and monitoring postage funds.
7.
Maintain office equipment by completing preventative maintenance; 

trouble shooting failures, call for repairs; and monitor equipment 

operation. 
8.
Train all office staff and volunteers in use of office machines as needed.

9.
Responsible for filling form requests from centers.

10.
Maintain central office filing system, working personnel files and archive child files. 
11.
Maintain knowledge of appropriate software and provide technical assistance to center staff by phone.
12.
Responsible for development and production of Policy Council manual.

13.
Responsible for all staff, client and Policy Council mailings.

14.
Train and supervise office volunteers and part time clerical aides.

15.
Create and develop documents, forms and materials on the computer as needed and post to web page. 
16.
Responsible for development of Rainier office schedule and calendar to


distribute to sites.

17.
Maintain supplies by checking stock to determine inventory levels; 

anticipate requirements; complete procurement process and write purchase orders. 
18.
 Receive shipments, verify order and document on shipping invoice.
19.
Responsible for the completion and billing of project requests sent in from 

centers.
20.
Responsible for the tracking and billing of copies and postage used in the 

Admin office.
21.
Responsible for Admin petty cash, gas cards, and grocery store cards. 
22.
Research rules, regulations, polices and information as requested on the 
internet.
23.
Design and maintain Child & Family Development Program’s website.
24.
Complete other duties as requested by the Program Director.

Number of Hours per Week: 






Rate of Pay: 



Staff Signature: 







Date: 



Supervisor Signature: 







Date: 
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