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WAY to WORK PHILADELPHIA! 

JOB DESCRIPTION

COMPANY NAME:
Asian Arts Initiative                                     FEIN:
232827657




CONTACT NAME:
Carmina Ocampo-Brown


ADDRESS:
1219 Vine Street


Philadelphia, PA 19107
EMAIL:  carmina@asianartsinitiative.org PHONE: (215)557-0455 ext. 225  
FAX:  (215)557-9531









POSITION:
Administrative Assistant
# OF POSITIONS: 

1


SALARY: 

WAGE $___10 - 12____ per hour



START DATE:
 June 14, 2010


END DATE (if known):




 
REPORTS TO:
Carmina Ocampo-Brown, Director of Finance & Operations

_______________________________________________________________________________       

POSITION DESCRIPTION: 


Asian Arts Initiative is seeking an Administrative Assistant to ensure effective and efficient organizational operation.  This position reports to the Director of Finance & Operations. The ideal candidate takes initiative, learns quickly, is flexible, highly organized, and wants to be part of a dynamic and strategic team in a small, non-profit environment.

Key Responsibilities

· Data entry and maintenance of donor database.

· Serve as the principal point of contact for the organization with clients, vendors and individual inquiries including answering and routing calls, greeting and announcing visitors, and receiving incoming mail and deliveries 

· Facilitate administrative processes including: reception, mailing, filing, monitoring info email accounts, Facebook accounts and general voice mailboxes

· Execute various administrative and operations research projects

· Manage office functions: scheduling, supply requisition and general office organization

· Other projects as assigned

· Some evening and weekend work required, particularly around events staffing

EDUCATION REQUIRED:

( High School Diploma

EXPERIENCE REQUIRED:

· Prior administrative experience
· Prior nonprofit experience, preferred but not necessary

SKILLS REQUIRED:
· Excellent time management and organizational skills and attention to detail

· Strong written and oral communication, and interpersonal skills

· Ability to manage multiple tasks, including follow through and tracking

· Ability to work in a team oriented environment

· Computer skills including Excel, Microsoft Word, database, internet and email
· Bilingual ability in a Chinese dialect or another Asian language helpful but not required
WORK HOURS:
40 hours per week

TRANSPORATION NEEDED:

YES                                  NO  

SEPTA SERVICE AVAILABLE:             
 YES                                  NO

BENEFITS:

OTHER INFORMATION, IF NEEDED:
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