
POSITION DESCRIPTION

A WOMAN’S PLACE (AWP)
TITLE: Administrative Assistant


DEPARTMENT: Administration

EMPLOYMENT STATUS: Full Time

WAGE & HOUR STATUS: non-exempt
VISION STATEMENT
A Woman’s Place envisions a society where all individuals are safe in their relationships and can flourish.

MISSION STATEMENT
A Woman’s Place is a community-based social change organization committed to the empowerment of women and to ending intimate and domestic violence for all.

VALUES STATEMENT
To accomplish our vision of a society where all individuals are safe and can flourish, the programs, services, and decision making at all levels of A Woman’s Place are rooted in and guided by the following values:

Courage: A Woman’s Place acts bravely and boldly, notwithstanding fear.

Creativity: A Woman’s Place encourages the creation of meaningful new ideas, interpretations, and rules.

Equality: A Woman’s Place believes each and every one of us must collaborate to create a new society based in equal power and rights.

Integrity: A Woman’s Place is of sound moral character and adheres to ethical principles.

Respect: A Woman’s Place is considerate and honors the worth and dignity of all beings and resources.

Social Justice: A Woman’s Place analyzes structural social inequalities in order to promote justice.

PURPOSE OF POSITION: AWP’s Administrative Assistant is responsible for planning, directing, and coordinating diverse supportive services for multiple staff which may include fielding telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, filing, data processing, donation acceptance, and other office support services in order to ensure organizational effectiveness and efficiency. The Administrative Assistant works closely with staff to ensure a positive, vision-oriented tone to all administrative activities. 

ORGANIZATIONAL RELATIONSHIPS: Reports to Director of Administration; supports multiple staff members
OTHER RELATIONSHIPS: Executive Director, Leadership Team, staff, volunteers, individuals in the community, businesses, vendors
ESSENTIAL FUNCTIONS/RESPONSIBILITY:

1. Provide administrative support to ensure that operations are maintained in a current, effective, and efficient manner.

2. Provide reception services including warmly greeting and assisting visitors, answering phones, directing calls and responding to inquiries.

3. Maintain inventory of supplies by checking stock, anticipating needs, and inquiring about the needs of staff.
4. Participate in organizational activities as directed by the Executive Director.

5. Prepare materials for Board meetings.

6. Schedule the conference room and keep calendar for same up to date.

7. Other responsibilities as identified and assigned.
CRITERIA/REQUIREMENTS:
1. Commitment to AWP’s Vision, Mission, and Values statements; self-motivation; self-discipline; and excellence.
2. Proficiency in Mircosoft Office Products, Outlook, Excel, Word, Powerpoint.

3. Adherence to the Personnel Policies of AWP.

4. Successful completion of Domestic Violence Direct Service Training course and continuing education requirements as outlined in AWP’s Personnel Policies.

5. Positive representation of AWP in the community.

6. Ability to work with diverse populations.
7. Ability to work independently with minimal supervision and take direction.

8. Ability to seek supervision.
9. Excellent written and oral communication skills. 

10. Excellent customer service essential.
11. Reliable transportation. 

EDUCATION:
1. Two years of related work or life experience.
CHARACTERISTICS:

1. Honest and trustworthy
2. Self-motivated and able to work independently
3. Cooperative and open-minded

4. Value collaboration

5. Creative and willing to take initiative
6. Maintain high standards for all work

7. Reliable and personally responsible
8. Resourceful
9. Flexible

10. Extremely organized
LICENSES / CERTIFICATIONS:
1. PA Criminal, PA Child Abuse and Fingerprinting Required.
2. Valid Pennsylvania Driver License.

3. Valid vehicle insurance.
PHYSICAL DEMANDS AND ENVIRONMENTAL CONDITIONS:

1. Operation of office equipment.

2. Lifting up to 35 lbs.
3. Occasional travel.
4. Willingness and ability to occasionally work varied hours, including nights and weekends.
5. Exposure to cleaning supplies, office chemicals, paint, and insecticides.
Please submit application and cover letter to

Mae O’Brien
mobrien@awomansplace.org
or mail to:

Mae O’Brien, Interim Executive Director
A Woman’s Place

PO Box 299

Doylestown, PA  18901

FAX: 215-343-3411

No Phone Calls Please
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