[image: image1.jpg]BOYS & GIRLS CLUB

OF PORPLAR BLUFF




POSITION DESCRIPTION

TITLE:
Administrative Liaison 
DEPARTMENT:
Management Support / Resource Development
REPORTS TO:
Executive Director 



 Exempt


 X Non-Exempt

PRIMARY FUNCTIONS:

Provide regular clerical and administrative support to the Executive Director or other Club senior staff as necessary.  Prepares correspondence and reports, maintains Executive Director schedule and calendar, answers phones and maintains electronic and hard copy files
KEY ROLES (Essential Job Responsibilities):

1.  Preparing correspondence and reports as requested by supervisor and composes / draft letters following established formats. Proofreads all material for accuracy prior to supervisory review and signature.
2. Maintains Board meeting calendar, notifying board members of upcoming events and meetings.  Transcribing/typing and providing minutes, agenda and financials provided to board members.
3.    Answers telephones, providing general information, referring callers to appropriate staff or taking messages as necessary.  Monitors office supplies and orders as necessary.
4.  Appropriately file & mail in support of Area Director, Director of Resource Development & Executive Director.  
5. Track accounts payable / accounts receivable mailing and e-mailing notices, enter data and support membership coordinator.  Receive payments, make deposits and enter all payroll data.
6. Track donations & expenditures.  Assist donors with filing for tax credit and other documents as needed. 
7. Enter grant data and Kids Care data as needed by director of resource development and provide reports as needed.
8. Support Board Committees, as assigned.
9. Assists in gathering / documenting information for periodic audits as needed.   
10. Establish and follow procedures for sound information management and research.

11.  Assist with payables / receivables regarding special projects / fundraising events as needed.
12. Post items and stories to social media as directed.  

13.  Assist Directors with other tasks as needed.
ADDITIONAL RESPONSIBILITIES:
1. May assist in the administration of restricted programs by overseeing program operations at each location; ensures the completion of required reports; and preparation of any required interagency reports.
2. Provide program training for staff.
3. May be required to drive Club van periodically.

SKILLS/KNOWLEDGE REQUIRED

· High School diploma or equivalent. 
· Proficient in multiple computer software programs.

· Secretarial skills and use of common office equipment 
· Two years’ experience in bookkeeping and payroll functions 

· Strong communication skills, both verbal and written

· Ability to manage multiple tasks and to develop solutions to problems with limited supervision.

· Ability to establish and maintain effective working relationships with Club staff, subordinates, Board members, community groups, and other related agencies.

· Able to maintain strict confidentiality
PHYSICAL REQUIREMENTS / WORK ENVIRONMENT:

This position requires the ability to lift very modest weights of office and program supplies. Almost all duties with the exception of various emergency drills will be conducted indoors.
DISCLAIMER:

The information presented indicates the general nature and level of work expected of employees in this classification.  It is not designed to contain, or be interpreted as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives required of employees assigned to this job.
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