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Evening Administrative Assistant
Literacy KC

Literacy KC’s mission is to advance literacy among Kansas City area adults through direct service, advocacy and collaboration. Our vision is "literacy for all." Literacy KC offers adults and their families a welcoming community to develop and enhance literacy skills and quality of life. 

Literacy KC is committed to cultivating and preserving a culture of inclusion. We are able to grow and learn better together with a diverse team of employees. The collective sum of the individual differences, life experiences, knowledge, innovation, self-expression, and talent that our employees invest in their work represents not only part of our culture, but our shared potential success, as well. In recruiting for our team, we welcome the unique contributions that one can bring in terms of education, opinions, culture, ethnicity, race, sex, gender identity and expression, nation of origin, age, languages spoken, veteran’s status, color, religion, disability, sexual orientation and beliefs.

We take a community literacy approach to teaching adult students. Through an innovative social learning model, lead instructors are supported by a team of tutors in each dynamic classroom setting offered in partner locations throughout the metro area. This part-time position requires night and weekend work. 

The Administrative Assistant should provide skillful and productive operation of the office in order to assure a positive impact on the Literacy KC's educational program and students' success. The Administrative Assistant performs a variety of duties to support staff. This position is responsible for many office administration functions related to daily business operations including, but not limited to, housekeeping, routine office duties and client services. Duties specific to various programs will be assigned as needed, including duties located at partner site facilities

Responsibilities: 
1. Performs duties to achieve high levels of customer service
a. Answers telephone in a pleasant and respectful manner and routes calls to appropriate personnel
b. Deals courteously with visitors, students, tutors, and staff
c. Cooperative, flexible and shows good judgement/discretion in interpersonal interactions
d. Represents self and Literacy KC positively
2. Performs various office management tasks; including but not limited to: Making copies, assembling mailings, making student calls, and other administrative projects
3. Operates computers, copiers, office machinery and equipment with a high degree of skill
4. Maintains files/records, confidential and general correspondence, memos, statistical data, reports, and other office forms as assigned
5. Responds in a timely manner to informational requests
6. Demonstrates good safety practices and adheres to all Literacy KC rules, regulations and policies
7. Assist in data management for all programs as assigned
8. Assist in case management activities including student intake, progress reporting, and ongoing support through student communications
9. Performs closing duties 
10. Performs other duties as assigned in order to carry out functions of the office
11. General housekeeping duties, including stocking materials and maintaining an orderly and clean reception area
12. Attend bi-weekly staff meetings.
13. Create and promote a positive work environment through teamwork mentality and creative problem solving
14. Other duties as assigned

Qualifications: 
· Honesty; ability to manage confidential information and financial resources
· Strong organizational skills including ability to prioritize multiple tasks
· Demonstrated ability to work with minimal direction and effectively operate in an environment of frequent change, limited definition and changing priorities
· Demonstrated ability to develop and foster team work and an environment of cooperation and collaboration
· Excellent written and oral communication skills
· PC proficient; MS Office, and data management experience required.
· High school diploma or GED and 3-5 years related experience
· Ability to perform mathematical functions as related to some basic accounting duties
· Ability to interpret instructions and to use good judgment and initiative to determine the approach or appropriate action to be taken
· Must possess excellent interpersonal skills and the ability to work harmoniously as part of a team within a culturally diverse environment
· Empathy and cultural competence
· Experience working with people from a variety of backgrounds and cultures
· Familiarity with Microsoft Office suite and Google Drive
· Commitment to the mission of Literacy KC
· While performing the duties of this job, the employee is frequently required to use his/her hands to feel objects, tools or controls.  The employee is regularly required to stand, walk and sit.  The employee must occasionally lift and/or move up to 50 pounds.  Specific vision abilities required for this position include close vision, peripheral vision and depth perception. 


Reports To:  Chief Operations Officer	

Exemption:  Non-Exempt	

Classification:  Part-time




[image: ]
image1.png
Literacy KC

Changing lives beyond words
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