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OAK CITY CARES POSITION DESCRIPTION

Position Information

Position Title: Administrative Assistant/ Phone Receptionist

Department: Administration

Reports To (Tiﬂe): Executive Director
Work Schedule: @ M-F Hours: 830am  tg 5:30pm O Other:
Type of Employee @ Regular Full-Time O Regular Part O Part-Time OTemp

(>30) Time (20-29) (<20) (varies)
Percentage of Travel Required: O 0% @ 10% O 25% O 50+%
Exemption Status (HR use only) O Exempt @ Non-Exempt

Position Summary

Summarize the overall function or purpose of this position. This should be a concise description of the job.

Oak City Cares is a nonprofit multi-services center serving our neighbors experiencing homelessness and/or food insecurity
located in Raleigh, North Carolina. Oak City Cares is looking for an organized, outgoing person to fill the newly created role of
Administrative Assistant /Phone Receptionist. In this position, you will assist with a variety of clerical and administrative duties.
These tasks include answering phones, taking messages and/or directing messages to the appropriate person, managing email
and mail correspondence, calendaring, taking meeting minutes and assisting with mail and check processing. You may also assist
with invoicing, updating vendor files, and ordering office supplies. Since you will be the first person guests and community
members encounter on the phone, we are looking for an individual who can maintain a professional response at all times and
provide the correct information and connections necessary for those inquiring about Oak City Cares.

Duties and Responsibilities

Indicate as clearly as possible the significant duties and responsibilities that are essential requirements of
the job. List the duties in order of importance and the approximate percentage of time for each duty.
Focus on the major responsibilities rather than detailed work routines.

Administrative Tasks include:

-Daily mail and check processing in coordination with the Finance and Operations Coordinator and Development Team.

-Managing and responding to mail and email correspondence, as needed.

-Assisting the Executive Director with board support by taking meeting minutes and distributing minutes to the Board of Directors and committee members.

-Assisting as needed with calendaring meetings for staff meetings, board meetings, and other meetings as directed.

-Monitoring office supply inventory and ordering supplies as necessary.

-May assist the Finance and Operations Coordinator with invoicing and updating vendor file.

-Assist in the coordination of on-boarding of new employees in conjunction with the Executive Director, Director of Programs and Services, and Finance and Operations Coordinator.
-Attend staff meetings and other organization events as required.

-Other duties as assigned.
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Duties and Responsibilities continued from page 1

Receptionist Duties Include:

-Answering phones during operating hours (9 am -5 pm), taking messages and/or directing calls to the appropriate party.

-Maintaining accurate knowledge of services, operations, and on-site contacts to ensure that correct information is given over the phone to guests
seeking services, that they are connected with the appropriate on-site party whether it be Oak City Cares' staff or other on-site partner agency
representatives.

-Provide accurate information to donors, volunteers, and others in the community seeking general information about Oak City Cares, and ensure that
they are connected with the appropriate Oak City Cares contacts.

-Coordinating with phone system vendor to update auto-attendant message regularly and as needed.

-Update internal phone lists with most current information regarding all extensions and contacts, and distribute to staff and partners as updated.

30_%

%

%

%

%

Oak City Cares HR
Rev 2021



Position Qualifications

Formal Education (minimal level REQUIRED for this position)
O No minimum education level
O High School Diploma or GED

O Associates or other 2-year degree including technical/trade school
@ Bachelors Degree

O Masters or Professional Degree

O Doctorate

Degree in speciﬁc subject area: Degree Type' Business, Communications or other Administrative-related degree

Concentration: NA

Work Experience (minimum experience REQUIRED for this position)
O Less than 1 year

@ 1-3 years
O 4-6 years
O 7-9 years

O 10+ years
. . . Administrative Assistant/Receiptionis . 1-3 years
Years of specific work experience: Field: Years of Experience:

Qualifications

-Ability to multi-task in a fast-paced environment that requires quickly transitioning from answering phones to internal office tasks while still maintaining
error-free work

-Strong organizational and time management skills, strong verbal and written communication skills, and attention to detail

-Excellent customer service and interpersonal skills and the ability to maintain professionalism with guests and community members on the phone
-Ability to work effectively both independently and as part of a team

-Computer proficiency with strong skills in Microsoft Word, PowerPoint, and Excel and the ability to learn switchboard management for phone system
-Must contribute to a culture based upon respect, teamwork and collaboration

-Adaptability, creativity, and a passion for individuals and families struggling with poverty and homelessness are a must

Special Requirements:

« Valid NC Driver’s License and a vehicle in working order for business use
* Authorized to work in the U.S.
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Position Characteristics

Physical Requirements/Work Environment

None <1/3 of time 1/3-2/3 of time >2/3 of time
Lifting greater than 20 lbs.
Sitting for extended periods
Standing for extended periods
Primarily office work
Primarily outdoor work
Primarily indoor work

Prolonged exposure to heat/cold
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Prolonged exposure to loud noise

Level of Supervision Received (check the option that best describes the position overall)

Direct Supervision: Supervisor gives specific instructions on all assignments. Work is reviewed
regularly for accuracy and completeness.

O General Supervision: Supervisor provides continuing or individual assignments by indicating
what generally is to be done, limitations, quality and quantity expected, deadlines and priorities.

@ Intermittent Supervision: Supervisor makes assignments by defining objectives, priorities, and
deadlines. Assists employee with unusual situations. Employee carries out successive steps and resolves
problems in accordance with instructions and policies.

O Administrative Supervision: Supervisor sets overall objectives and resources available.
Collaborate on deadlines, projects, and work to be done.

O Long-Range Administrative Direction: Employee generally proceeds independently in
accordance with general plans, policies, and purposes of the department. Results of work are considered
technically authoritative.

The above statements are intended to describe the general nature and level of work being performed by the
individual assigned to this job. They are not intended to be an exhaustive list of all of the responsibilities, duties, and
skills required for the position. All employees may have other duties as assigned at any time.
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