MIGRANT CLINICIANS NETWORK, INC.
Job Description for Administrative Assistant
I.  JOB DETAILS

Position Title:

Administrative Assistant 
Location:

Salisbury, MD
Reports to:

Director of Environmental and Occupational Health 
Position Class:

Part time (10-15 hours/week), hourly

Compensation:

$13.50 per hour
Positions Supervised:
None
Travel Required:
No
Date:


July 2015
II. JOB DESCRIPTION

A.  Summary
The Administrative Assistant will work integrally with the organization’s Environmental and Occupational Health office to maximize the effectiveness and timely implementation of all programmatic duties. The Administrative Assistant will increase the efficiency of the Director of Environmental and Occupational Health through planning and day-to-day project support.  

Primary activities include:

· Organize and provide logistical support for meetings, both in person and virtually, and prepare minutes meetings as requested  

· Enter data into MCN’s technical assistance (TA) and contact database, including contact information, staff encounters and other information
· Arrange meetings and coordinate calendars

· Work closely with management and program staff
· Prepare travel arrangements, itineraries, and reimbursement forms
· Respond to information requests and prepare materials for distribution

· Prepare daily correspondence; shipping and receiving

· Schedule and assist with office maintenance
· Maintain and document use of office petty cash, purchases, and reimbursements. 

· Provide programmatic support and assistance as needed
B.  Core Competencies

· Committed to working with MCN for a reasonable timeframe, preferably a minimum of two years
· Works in alignment with MCN’s organizational values; teamwork, innovation, excellence and a passion for the mission
· Applies MCN’s performance improvement goals and guidelines 
· Maintains a positive outlook and flexibility in MCN’s fast paced and dynamic environment
· Demonstrates personal initiative in all activities
· Develops and maintains relationships with a diverse community of office colleagues, remote staff members and other organizations
· Embodies the belief that healthcare is a right

· Possess excellent communication both verbal and written
C. Primary responsibilities with estimated percentages of time

65%
Provide administrative and logistical support to the Director of Environmental and Occupational Health 
15%
Document EOH technical assistance and training into MCN’s technical assistance (TA) and contact database 
10% 
Provide administrative and logistical support to the Environmental and Occupational Health staff and interns
10%     Manage and maintain the MCN Salisbury office including scheduling, upkeep and routine maintenance, light cleaning, inventory, and purchasing office and cleaning supplies. 
III.  JOB REQUIREMENTS

A. Education: Associate degree from an accredited two year college required. Bachelor’s degree from an accredited four-year college or university preferred. 
B. Language: Bilingual in English and Spanish preferred
C. Experience: One to two years of administrative experience. 

D. Computer Skills.  Advanced knowledge of Microsoft Word, Outlook, Excel, Access, Power Point, and Adobe Professional 
E. Strong writing and organizational skills and excellent communications skills desired.  

IV.  PHYSICAL REQUIREMENTS

Visual/hearing ability sufficient to quickly analyze and comprehend written/verbal communication and all business documents.  The ability to perform tasks involving physical activity, which may include lifting, not to exceed thirty (30) pounds, and extensive periods of standing and sitting.  Must possess the ability to manage stress as it related to the job functions described herein. 

V.  COMPENSATION

This position starts at $13.50 per hour. MCN offers part time, hourly employees an array of benefits when they work 20 hour or more per week,  including: health insurance, disability insurance, life insurance, a health and well being stipend, monthly contributions to a health savings account, 18 days/year of paid time off and 12 holidays.   
VI.  DISCLAIMER

In any organization or job, changes take place over time.  Although an effort will be made to keep job-related information current, this is not an all-inclusive list of job responsibilities.  MCN reserves the right to revise or change job duties and responsibilities as the business need arises, or as program needs change.  In compliance with EEOC 29 CFR, part 1630, if the employee cannot perform the essential functions of this position in a satisfactory manner, further accommodations shall be made if it does not constitute undue hardships upon this organization.

VII.  SIGNATURE
My signature below signifies my receipt of this job description and does not in any way create a contract for employment or alter my employment at-will status.
____________________________________________________________________________________

Incumbent Signature
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