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Job Title: Reception/Administrative Assistant                                   Status: Full-Time/Non-Exempt
Department: Administration                                                                 Schedule: M-F-9:00am-5:00pm
Reports to: Chief Operating Officer			               Updated:  March 12, 2024

Job Summary:
Provides administrative support. Must be independent, self-starter, professional, flexible, have exceptional communication skills, and possess the ability to manage multiple tasks efficiently. Handles confidential information and always demonstrates tact and diplomacy.
Duties and Responsibilities:
· Provides receptionist duties, answers phone, and performs ad hoc administrative tasks.
· Manages and orders office supplies and other materials.
· Manages inventory of all office equipment
· Coordinates with building management and other vendors
· Coordinates travel arrangements and submits expenses.
· Prepares presentation materials for events and meetings.
· Ensures operation of office equipment, calling/scheduling maintenance & repairs
· Provides administrative support to the President & CEO’s direct reports.
· Assists with various reports, projects, and other duties.
Qualifications and Skills:
· College Degree Preferred 
· Minimum of 3 years working in an office environment in administrative support capacity
· Effective communication (verbal & written) 
· Problem solving and analytical skills.
· Managing processes & following protocols
· Expense management experience  
· Time management & organization skills
· Attentive, self-starter, proactive
· [bookmark: _Int_zh0PsDHb]Proficient in Outlook, Microsoft Word, Excel & Power Point, SharePoint, Google Suite, related desktop, and cloud-based software

[bookmark: _Int_7AmTvMW1]CHCF offers a comprehensive employee benefits package
CHCF is an equal opportunity employer and is committed to maintaining a work and learning environment free from discrimination on the basis of race, color, religion, national origin, pregnancy, gender identity, sexual orientation, marital/civil union status, ancestry, place of birth, age, citizenship status, veteran status, political affiliation, genetic information or disability, as defined and required by state and federal laws.               
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