
Job Summary:
This is a part-time position with some prorated benefits.  The position reports to the Executive Director.
Job Responsibilities:

· Ensure that the office facilities are organized to maximize the efficiency of CONNSACS’ operations

· Distribute all incoming mail, including email, and ensure it gets to appropriate staff member in a timely manner

· Monitor all incoming faxes and deliver to appropriate staff member

· Answer all phone calls, provide callers with information, and refer callers to appropriate staff as needed  

· Proactively maintain appropriate inventory of office supplies; will be responsible for ordering or traveling to pick up supplies

· Coordinate meeting planning activities such as ordering food, room setup/cleanup and technology needs and taking minutes when necessary

· Administer agency petty cash

· Make all bank deposits in a timely manner

· Develop and distribute monthly calendar of events for CONNSACS staff and member programs

· Administratively support all agency personnel as needed on projects and on-going activities, including making overheads or PowerPoint presentations, copies, proofreading, editing, typing, etc.

· Serve as main point of contact for all vendors

· Maintain all office equipment, including contracts, services and addressing any issues with malfunctioning equipment

· Oversee all agency equipment inventory, including providing technical assistance to staff members

· Process all requests for use of equipment, damage reports, replacement issues, etc.

· Work with office IT person to create/change accounts as necessary

· Train new employees on use of equipment.

· Other duties as assigned.
Minimum Qualifications Include:
· Demonstrated experience in administration or office management

· Excellent written and oral communication skills

· Demonstrated ability to manage multiple priorities

· Experience with word processing, databases, spreadsheets, MS Office.

· Ability to manage tight deadlines and timelines

· Demonstrated understanding of and commitment to women’s issues
· Possession of sexual assault counselor certification or willingness to obtain within six (6) months of employment

· Driver’s license and access to reliable transportation
Pay Rate:  $17.50/hour
Applicants should submit a cover letter, expressing interest, qualifications, as well as an updated resume to:  Mia Freedenfeld, Resource and Projects Coordinator, CONNSACS, 96 Pitkin Street, East Hartford, CT 06108, email:  mia@connsacs.org, fax:  860-291-9335.  NO PHONE CALLS PLEASE.  CONNSACS is an affirmative action-equal opportunity employer.
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