Administrative Assistant/Secretary
Sister To Sister: Everyone Has a Heart Foundation  
http://www.sistertosister.org/

Compensation: 20k to 30k 

Description: Performs a variety of office support and/or secretarial duties such as composing and word processing a variety of standard documents and correspondence, relaying and resolving routine telephone and/or walk-up inquiries, scheduling calendar items and meetings, making travel arrangements, processing forms, performing data entry, and establishing and maintaining records. Edits and proofreads documents to ensure accuracy. Extensive software skills are required, as well as Internet research abilities and strong communication skills. 
1.Performs a wide variety of typing assignments which are sometimes confidential in nature; operates personal computer to enter data, draft, edit, revise, and print letters, tables, reports, and other materials. 
2.Greets and directs visitors, as and when appropriate; resolves routine administrative problems and answers inquiries concerning activities and operations; accepts, screens, and routes telephone calls; maintains log of inquiries as required. 
3.Performs a range of staff and/or operational support activities. 
4.Drafts or prepares responses to routine inquiries; prepares photocopies and facsimiles, and operates a variety of office equipment. 
5.Establishes, maintains, processes, and updates files, records, certificates, and/or other documents. 
6.Arranges meetings and conferences, schedules interviews and appointments, and performs other duties related to maintaining one or more individual schedules; makes travel and lodging arrangements, either directly or through travel agencies 


Skills Required: *Organizing and coordinating skills. *Ability to understand and follow specific instructions and procedures. *Word processing and/or data entry skills. *Ability to perform simple accounting procedures. *Receptionist skills. *Records maintenance skills. *Ability to maintain calendars and schedule appointments. *Skill in the use of operating basic office equipment. *Ability to create, compose, and edit written materials. *Ability to communicate effectively, both orally and in writing. *Ability to maintain confidentiality of records and information. 

Education Requirements: High school diploma or GED; at least 1 year of experience that is directly related to the duties and responsibilities specified. 

Comments: COMPENSATION: Commensurate with experience and educational level. 

Travel Required: no 
Benefits: yes 
Retirement Benefits: no 

Sister To Sister: Everyone Has a Heart Foundation  
Regina Jewett
Office Manager
4701 Willard Ave
Suite 223
Chevy Chase, MD 20815-4643
Fax: (301) 718-8620

