
VOLUNTEERS OF AMERICA OF OREGON, INC.

Home Free
Title:
Administrative Specialist


Budget Control: N/A
Program:  Home Free



Classification:  Full-Time
Reports to:  Operations Coordinator


FLSA Status:  Non-Exempt




Approval Date:  March 2017



EEOC Code: 
5          
________________________________________________________________________________
Position Summary:  Under the direction of the Operations Coordinator for the Home Free Program, the Administrative Specialist is responsible for a wide range of administrative and office support activities to facilitate the efficient operation violence program.  In addition to typing, filing and scheduling, performs duties such as financial record keeping, coordination and setup of meetings and conferences, obtaining supplies, and working on special projects.
Education, Training and Experience:

· Associates degree in business administration and at least two years of applicable experience preferred.  Equivalent combination of relevant work experience and education may be substituted in lieu of degree. 
· Knowledge of clerical and administrative procedures and systems such as filing, invoicing, and fiscal record keeping.
· Ability to work as a member of a team and to act in a way consistent with a belief system that values diversity, ethical communication and a trauma-informed approach.
Competencies:

· Intermediate proficiency in word processing, spreadsheets, databases, computer troubleshooting, networking and Internet using Windows and Office platforms, including PowerPoint and Publisher.
· Communication proficiency, both oral and written.
· Independent judgment is required to plan, prioritize and organize diversified workload, recommends changes in office practices or procedures.

· Attention to detail with high level of accuracy and thoroughness.
· Ability to be flexible and adapt to change.
Additional Eligibility Requirements:

· Must pass a criminal background check.
· An active driver’s license, current insurance, reliable vehicle and ability to pass our insurer’s driving standards is required. 
· Current CPR, AED and First Aid Certificate or ability to obtain within 6 months of hire.
Essential Duties and Responsibilities:

· Prepares and processes purchase orders, expense reports and check requests.
· Assists with funder invoicing, contract compliance and tracking of funding expenditures in Excel format.
· Assist with data entry and management.
· Assist with maintenance of electronic and paper administrative files systems.
· Coordinate and maintain Verizon HopeLine phone program.
· Maintain functionality of Home Free’s communications systems, including email, phones and mail.
· Coordinate facility and equipment management which includes maintaining annual inventory, ordering and purchasing supplies, acting as vendor contact, and scheduling maintenance as appropriate.
· Handle basic technology issues to include setting up TV and/ laptops for presentations, converting document formats to be visible on monitors, ordering appropriate cables and supplies to fit equipment, take down and set up a desktop computer or laptop, and other basic IT needs.  Coordinates and tracks IT tickets with outside support vendor.
Other Duties:  

· Serves as safety committee representative for Home Free at monthly VOA Safety Committee meetings. Submits monthly safety checklists and maintain required program safety manuals and supplies.
· Other duties as assigned.
Supervisory:  This position is not responsible for supervising other employees.
Schedule:  Full time, 40 hours per week, Monday through Friday, 8:30-5:00 (30 minute lunch).  Consistent, reliable attendance is required.
Work Environment:  Works in office setting with moderate light, temperature and sound.  Travels locally to other VOA offices, attend meetings or pick up supplies.
Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is consistently required to stand; walk, frequently sit; use hands to finger; use keyboard and mouse, reach with hands and arms; talk or hear. The employee must occasionally lift and/or move up to 25 pounds.  Specific vision abilities required by the job include close vision, distance vision and the ability to adjust focus.
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