AMERICAN RED CROSS

MID-RIO GRANDE CHAPTER

JOB DESCRIPTION

TITLE:

Admin Assistant



FLSA STATUS:
Non-Exempt

PROGRAM:

Emergency Minor Home Repair 

DEPARTMENT:
Minor Home Repair

GENERAL SUMMARY:


Under general supervision, occasionally requiring the use of independent judgement, maintains client and contractor files.  The position is responsible for serving as the program operator for all incoming client calls. Maintains and enters data on customers served. Provides customer service, prepares correspondence, word-processes documents. Performs general office maintenance and a variety of general office duties. 

PRINCIPAL RESPONSIBLITIES AND DUTIES:

1. Receives records and makes files for intake case data after determining the client’s qualifications

2. Maintains current contractor files with special attention to those items requiring updates to meet current requirements as required by the Administrative Guidelines for contracts with the city of Albuquerque. 

3. Assists in preparation of client files for closing.

4. Attends and participates in departmental meetings, if so designated. 

5. Will be customer service orientated to all clients and contractors. 

6. Performs general office procedures, maintains central filing system, answers phones, types reports and correspondence.  

7. Any and all other duties as assigned by supervisor.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

1. Work requires level of knowledge-normally acquired through a high school education or technical school training or may be normally acquired through on-the-job training, working in the field of customer service, communications or, clerical work. 

2. Work involves telephone communications to provide information, receive information, taking information, and maintaining documentation requiring concentration, attention to details. 

3. Work requires the ability to read, write, and speak English to effectively communicate, compose correspondence, and maintain records. The ability to also read, write, and speak Spanish is preferred in order to effectively communicate with members of the Hispanic community. 
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4. Work requires level of knowledge of office procedures and procedures of record keeping and maintenance of records, normally acquired through one to two years related work experience. 

5. Work requires level of knowledge of organizational policies, procedures, and operations as well as oral communication skills-normally acquired through two (2) to three (3) years of progressive work experiences sufficient to operate a computer, maintain files, records, and perform arithmetic calculations. 

6. Must be capable of constantly (more than 80% of work time) and effectively interact with all levels of staff, managers, organizations, and agencies dealing with EMHR.  

LICENSES:

1. Must be certified in American Red Cross health and Safety required classes, and Disaster training. 

WORKING CONDITIONS:

Normal office environment, where there is no physical discomfort due to temperature, dust, noise and the like. 

TERMS AND CONDITIONS OF EMPLOYMENT:

1. Work requires working days, attending meetings, may require working some evenings and weekends. 

2. Must be able to pass criminal and MVD background check.

REPORTING RELATIONSHIPS:

1. Reports to the Director of Emergency Services.

CLASSIFICATION:

Clerical  

The above statements are intended to describe the general nature and level of work being performed by positions assigned to this job class identification.  They are not to be construed as an exhaustive list of all responsibilities and duties of positions so classified.                               Effective Date:   July 2001
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