Domestic Abuse & Sexual Assault Crisis Center  (DASACC) 

Job Description
Administrative Assistant

TITLE:
Administrative Assistant

REPORTING FUNCTION:
Executive Director

DESCRIPTION:
Responsible for all administrative day to day clerical and operational functions.  Also supports the Finance Director and Grant Writer

DUTIES:

Supervisory

1. This is a non-supervisory position.

Administration

1. Attend all staff meetings, take and file minutes, and keep staff binder updated.

2. Answer business calls and hotline as needed.

3. Data entry input for Media Literacy program and all other administrative tasks as needed.

4. Manage all day to day office operations.  This includes opening and distributing all correspondence, copying and collating, signing in all visitors, maintaining an accurate inventory of office supplies and ordering supplies as needed.
5. Maintain office filing system, telephone and computer equipment and records. Maintain Standard Operating Procedures binder for administration procedures.

6. Maintain updated copies of all mailing lists, produce and mail thank you letters to all donors. 
7. Assists with grant submissions, i.e. copying, filing, and mailing.
8. Act consistently with agency’s philosophy and expectations.

9. Help identify and support fundraising activities as appropriate.

10. Perform all other related duties as required

Other

1. Complete sixty-hour victim counselor privilege training within first six months of employment.
2. On call for SART at least two weekends per year.
3. Work Wardrobe of Hope once per year.
MINIMUM QUALIFICATIONS:

1. High school diploma.

2. Commitment to the anti-violence movement and cultural competency.

3. Skilled in critical thinking, written and verbal communications, problem-solving, and advocacy.

4. Adaptable to a changing environment, collaborative, and reliable.

5. Computer literacy and comfort with database system and reporting.

6. Valid NJ driver’s license.
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