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JOB ANNOUNCEMENT

Bill Wilson Center's mission is to support and strengthen the community by serving youth and families through counseling, housing, education, and advocacy. With an emphasis on youth development, Bill Wilson Center programs focus on building self-confidence and developing personal assets. For more information, visit us at www.billwilsoncenter.org .

August 15th, 2014
JOB TITLE:

TEMPORARY Administrative Assistant – Adopt-a-Family Program

This position is temporary from August through January.  The hours will ramp from 10-20 per week to 40 hours per week and then back to 10-20 hours per week to close out the project.  Must be flexible!

SALARY:
$15.00 per hour - no benefits.
SUMMARY and RESPONSIBILITIES:  

Under the direction of the Volunteer Program Manager the TEMP Administrative Assistant supports the Adopt-a-Family program by performing the following duties:
· Data entry, thank you letters and other duties using donor database
· Assist with day-to-day tasks: returning phone calls, responding to emails, and other administrative tasks as needed

· Maintain close contact with Santa Clara County social workers and BWC donors

· Assist with matching social worker requests and donors

· Maintain database of all Adopt-A-Family information 

· Assemble/collate paperwork to be mailed, and help with bulk mailing

· Assist with purchasing of toys and presents

· Must be available to work up to 40 hours per week the weeks of gift drop-off and pickup from December 6 - 16
· Other duties as assigned

QUALIFICATIONS:


High school diploma or equivalent.  Excellent computer, data entry, writing and communication skills required.  Strong customer service skills a must. Must be highly organized with a strong knowledge of Excel and other Microsoft Office programs. Must be able to multitask and have attention to detail.  Driving is a requirement of the job. Valid California drivers license with access to a personal vehicle that can be used for company business. Fingerprinting/background check as required by the Department of Justice and/or Title XXII regulations.
For consideration, please submit cover letter and resume to:

ATTN: Resumes

Bill Wilson Center

3490 The Alameda

Santa Clara, CA 95050

Fax:  408-246-5752

Email: resumes@billwilsoncenter.org
EEO


Bill Wilson Center is an Equal Opportunity/Affirmative Action employer. 


This position description intends to describe the general nature and level of work being performed by people assigned to this job.  It is not intended to include all duties and responsibilities.  The order in which duties and responsibilities are listed is not significant.  Because of a need to remain responsive to the needs of our clients and our Agency’s operations, responsibilities may be modified at any time.

