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Job Description
Office Associate
Reports to:  


Director of Marketing and Development
Department:  

Admin 
Supervises:


N/A
Employment Status: 
Full-time
FLSA Status: 

non-exempt  
Position Summary
The Office Associate works under direct supervision of the Director of Marketing and Development. The Office Associate is responsible for the closing of the YWCA office building, and welcomes and assists YWCA clients, and visitors. They are also responsible for routing telephone calls, and general record-keeping. They provide clerical and secretarial support for the Executive Director and other staff as needed. 
Primary Job Responsibilities include, but are not limited to:
Administration

· Maintains knowledge and awareness of matters related to women’s empowerment, racism, and other social justice issues;
· Is knowledgeable about the YWCA mission, vision, and programs;
· Communicates with all YWCA staff on building awareness, expected visitors, or other communications directed by Management; 
· Attends staff meetings and trainings as requested and cooperates with all departments;  
· Assists Director of Marketing and Development with marketing material, proof-reading, fundraising event registrations and record-keeping; 
· Work with the Director of Marketing and Development to complete monthly newsletters for the community/staff, and assist with various email/letter marketing campaigns; 

· Maintains daily records, statistical records, accepts and records donations and payments, sorts and distributes mail for the entire organization; 

· Verify receipts and entries from previous workday;
· Orders YWCA office supplies;
· Maintains a clean office environment. This includes keeping front desk and lobby area on the 1st floor tidy and attractive, noting any maintenance for office forms, keeping up YWCA’s giving tree, lending library, and other things that arise in their area of responsibility;
· Assists in scheduling room rentals;
· Perform other duties as assigned;
Customer Service
· Assists in maintaining building security. Utilizes security camera system and microphone to screen visitors. Greets and routes visitors, admits authorized individuals to the second floor;
· Serves the public and YWCA members at reception desk and on telephone; 
· Route calls to appropriate staff members, takes detailed messages. Notifies staff when clients and/or visitors arrive; 
Additional Duties and Responsibilities:

· Some local travel may be required;  
· Successful completion of 60 hours of mandatory in-house training.
Minimum Qualifications:

· Positive and professional attitude;

· Excellent computer and technology skills;
· Ability to use computer word processing, spreadsheets/database management;
· Proficient in Microsoft applications such as: Outlook, Publisher, Word, Excel;
· Excellent oral and written communications skills;

· Strategic thinker with excellent organizational skills;

· Ability to assess levels of emotional distress and respond accordingly;

· Ability to take initiative and work independently and as part of a team;

· Demonstrated ability to establish and maintain effective working relationships both internally and externally;

· Availability to adjust schedule (flexibility) to work some evenings during events;

· A working telephone;

· Access to reliable transportation; 
· A desire for continual personal and professional growth and development;
· Commitment to and support of the YWCA Mission;
Physical & Mental Demands:
The position requires sitting, standing, stooping, bending, walking, climbing, speaking and driving. The functions of this position are varied in nature and require the ability to make clear and concise decisions and to respond in an effective and appropriate manner during crisis.

The YWCA Sauk Valley provides equal employment opportunities to all employees and applicants for employment without regard to race, color, religion, sex, sexual orientation, national origin, age, disability, veteran status, or any classification protected by federal, state, or local laws.
YWCA of the Sauk Valley is dedicated to eliminating racism, empowering women, and promoting peace, justice, freedom and dignity for all.

The information written in this job description indicates the general nature and level of the work to be performed.  This job description is not designed to contain or be interpreted as totally comprehensive of every job duty, responsibility, or qualification required by the intern assigned to this position.  While in this position, an intern may be required to perform other duties not listed in the description.

I acknowledge that I have read, understand and have received a copy of this Position Description:

____________________________
___________________

Intern Signature



Date

____________________________
___________________

Supervisor Signature


Date
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