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JOB ANNOUNCEMENT

TITLE:
ADMINISTRATIVE ASSISTANT
HOURS:
Part-time (22 hours/week)
PROGRAM:
Blue Hills Healthy Families Programs, Weymouth
BENEFITS:
Medical, dental, holiday, paid earned leave, retirement, etc.

DUTIES:
Under the supervision of the Program Director, the Administrative Assistant’s responsibilities include the following:

· Collect and input data for Blue Hills Programs;

· Receive incoming calls and answer program inquiries as needed;

· Maintain a calendar of appointments, trainings, events, deadlines and important dates for program staff;

· Create and maintain a variety of tracking logs and files;

· Complete blank participant records and have them available for appropriate program staff use;

· File participant records appropriately and keep participant records in a locked space;

· Coordinate all purchasing, billing, time sheets, mileage and petty cash  as directed by the Program Director;

· Manage Program Director’s correspondence and other assigned correspondences; 

· Present program information to families and community providers, as required by the Program Director;

· Filing, copying and maintaining program records; and 

· Other duties as assigned by the Program Director.

QUALIFICATIONS:      GED or High School diploma and related experience necessary.  Ability to function independently

                                      required.  Excellent communication and computer skills needed for this position.  Must respect

                                      confidentiality of all information.
This posting will remain open until the position is filled.  To apply, please fax, email or mail resume to:

Program Director, Blue Hills Healthy Families Programs 
Health Imperatives, Inc.
942 West Chestnut Street

Brockton, MA 02301

HEALTH IMPERATIVES ENCOURAGES MULTI-CULTURAL AND MULTI-LINGUAL DIVERSITY IN ALL OF ITS PROGRAMS

AFFIRMATIVE ACTION EQUAL OPPORTUNITY EMPLOYER M/F/D/V
