OPEN POSITION 

Executive Assistant
POSITION TITLE:
EXECUTIVE ASSISTANT
REPORTS TO:
CHIEF EXECUTIVE OFFICER
  I.
POSITION SUMMARY:

Performs administrative and operational duties with considerable tact, diplomacy, and courtesy.  These may include but are not necessarily limited to those listed below.


 II.
DUTIES/RESPONSIBILITIES:
1) *Responsible for scheduling and attending FSCA Board of Directors and Board Committee meetings, which includes the following:

a) Notify members of scheduled meetings.

b) Send reminders, type and publish agendas.

c) Record written minutes, type and publish to Board Members.
d) Maintain records of Board of Director’s meeting minutes and Board Committee meeting minutes.

e) Maintain board book, new board member packets, board roster, reports, and all materials associated with the Board of Directors.

2) *Provide administrative support for the Chief Executive Officer.

3) *At the direction of the Chief Executive Officer, Supervises the day-to-day work of the HR Administrative Assistant.

4) Schedules meetings as directed by the Chief Executive Officer.  Takes and composes minutes as requested.
5) *Participates in agency reaccreditation process and compliance processes.
6) Maintains general agency files for contracts, grant proposals, program funding, audits, Board of Directors, agency insurances, etc.

7) Maintains database of report due dates for grant and funding reports, provides notices and maintains agency records.

8) *Coordinates submission of agency grant applications and assures appropriate materials are submitted in a timely fashion.

9) Provides corporate information such as independent CPA audits to purchasers of service as required by contracts.

10) *Responsible for the maintenance of Agency Policies & Procedures document.

11) *Responsible for data entry and processing of bi-weekly payroll as needed.
12) *Works with the Chief Executive Officer and directs the HR Administrative Assistant in compiling the Annual Report to the Community that includes submission, and distribution for publication.
13) Composes, types and mails thank-you letters for donations and in-kind contributions in a timely fashion, or delegates.
14) *Implements and maintains a database of existing and potential Donors to use for Annual Report, Annual Donor Appeals, and Coordinates bulk mailings.

15) *As directed, assists in the coordination of special events designed to raise funds or develop donors, or in any fund development activity.

16) Create informational ads for agency and submit for publication.
17) Attend trainings to enhance knowledge in job-related areas.

18) *Maintains a current copy of all program informational brochures.

19) *Fulfills the requirements of all agency systems for statistical recordkeeping, reporting, program evaluation, quality assurance, internal control and attendance monitoring as appropriate to the position.
20) *All other related duties as assigned.
IV.
QUALIFICATIONS:
· High School Diploma or advanced degree, 2 or more years related experience and supervisory experience.
· Valid Drivers License.
· Must have extensive knowledge of computer software including Microsoft Office, and proprietary applications.
· Understanding of office machinery operation and computer hardware and network systems a plus.

· Capability to be certified as Notary Public.
· Cultural sensitivity.
· Proven ability to maintain high levels of confidentiality.

· This position requires considerable tact, diplomacy, and courtesy.

· Must be able to move 10 to 20 pounds occasionally.
*Essential job duties per the Americans with Disabilities Act.

If you are interested in this FULL-TIME position. Please send your resume and cover letter to
jobs@strong-families.org
All information will be kept confidential according to EEO guidelines. Must have a legal right to work in the United States. While we appreciate every applicant’s interest, only those under consideration will be contacted. We regret that phone calls will not be accepted.

FSCA is an equal opportunity employer.
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