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TITLE: 
Administrative Assistant
POSITION:
Part-time, 15-20 hours/week
PURPOSE: 
Responsible for assisting the Director of Client Services & Nurse Manager in performing administrative duties related directly to the operations of the Center. 
ORGANIZATIONAL RELATIONSHIP: Reports to the Director of Client Services & President/CEO 
FUNCTIONS AND DUTIES OF THE JOB: 
I. Client Services

· Assist in answering phone calls, scheduling appointments, receiving clients in-office, preparing paperwork
· Oversee response to incoming client chats in Pure Chat
II. Office Administration/Management
· Oversee inventory control of office supplies
· Update all forms, files and manuals as advised by Director of Client Services
· Oversee data entry of client information

· Oversee third party contracts ex: Phone/internet, lawn care, snow removal, etc.
· Responsible for maintaining office equipment, outside/inside of office – insuring a look and feel of excellence for our clients and the community 
III. Miscellaneous
· Oversee organization of baby supply room

· Assist in all fundraising and volunteer appreciation events/operations
· Must be willing to perform other needed and related duties as assigned

KNOWLEDGE/SKILLS/ABILITIES:

Education
Bachelor’s Degree preferred
Experience
1 year experience working within office environment
· Be a committed Christian and have strong commitment to the mission of Mosaic Pregnancy & Health Centers and be in full agreements with Statements of Faith, Principles and Core Values

· Ability to be highly detail oriented, highly organized and possess good time management skills 
· Outstanding written, oral and relational communication skills for individual, personal contacts with clients
· Proficiency in Windows, Microsoft and Apple software
· Must complete Mosaic PHC volunteer training seminar at first availability
ENVIRONMENTAL DEMANDS:

Work Environment: Professional office setting 

Physical Demands: Requires light lifting, and occasional carrying of objects up to 40 lbs.

