Job Description
West Texas Food Bank
Administrative Assistant/Voluntary Coordinator - Odessa
This job is a full-time, hourly-paid position.
This position answers directly to the Executive Director.
Overall Purpose of Job:

· To staff the reception desk, pleasantly and professionally receiving and directing incoming calls, greeting visitors, and passing on messages and faxes. 

· Provide general administrative and secretarial assistance to staff in other departments as required. 
(As the first face seen when one walks through our doors, and, therefore, as the first impression of our organization, it is important to project a professional image in attire.)   
Duties and Responsibilities:

1. Perform administrative duties such as answer/transfer incoming calls promptly and courteously.

2. Greet all visitors, direct them as necessary, and offer assistance as needed.   

3. Ensure that incoming mail is delivered to office of Budget and Finance Director.
4. Manage the fax machine, send outgoing faxes as requested by staff members, ensure that incoming faxes are properly distributed on a timely basis.

5. Keep photocopier surfaces clean and filled with toner and paper.

6. Ensure that the reception area maintains a professional and clean appearance at all times; occasional watering of plants as required;

7. Monitor and store supplies on storage shelves in reception area and keep organized.
8. Provide administrative support to the Executive Director as needed.

9. Take phone and fax orders from agencies, enter into Ceres immediately as they are received, and log in upstairs.
10. Write press releases and media releases for upcoming events as well as past events; schedule/submit releases on a timely basis to all media; serve as contact for media coverage.

11. Coordinate food drives 
12. Solicit, coordinate and document volunteer activities.

13. Plan volunteer appreciation events. 

14. Assist in data entry for DonorPerfect as needed by Finance Director and as often as determined by Executive Director.
15. Prepare board packets for the Board of Directors meetings, as well as make arrangements for lunch/snacks.

16. Coordinate with Agency Relations manager to schedule quarterly agency meetings/ prepare notices to be given out to agencies; prepare agendas and other handouts for meetings.

17. Filing, as needed.

18. Read newspapers to keep up with any Food Bank media coverage and keep scrapbook of coverage.
Skills:
Exemplary customer satisfaction skills, including dealing effectively and courteously with the public and staff both in person and over the telephone;
Exchanges routine information in an appropriate and pleasant manner using good oral and written communication skills;

Teamwork and developing consensus;

Proper English usage, spelling, grammar, and punctuation;

Basic mathematical computations and recordkeeping ;

Time management;

Computer applications related to work;

Perform standard office administrative practices and procedures, including operation of standard office equipment.

Organize and prioritize own work, meeting deadlines and following up on assignments with a minimum of direction;

Provide office administrative support to all staff;

Communicate effectively with co-workers, superiors, the general public and representatives of our partner agencies sufficient to exchange or convey information.

Authority:

This position does not have supervisory authority over staff.
Education:  Required:  High School Diploma or GED




Preferred:  Bilingual (Spanish)

Physical Requirements:


Sitting in a normal seated position for extended periods of time;


Reaching by extending hands or arms in any direction;

Communication skills using the spoken word

Ability to see within normal parameters

Ability to hear within normal range

Ability to move about and climb up to 5 stairs 
This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  The employee is expected to perform other duties necessary for the effective operation of the Food Bank, as assigned. 
