ADMINISTRATIVE / OFFICE ASSISTANT 

Administrative Department
Reports to President/CEO

Full-Time, Non-Exempt Position

Position Summary: 

The Administrative Assistant coordinates office protocol and activities in a way that promotes efficient workflow for the CEO, staff, and the Board of Directors. S/He continually works to make the Pavilion a more efficient organization by improving or implementing new procedures as needed.  The Administrative Assistant serves as Secretary to the Board of Directors and prepares all written materials for meetings.  S/He acts as liaison between CEO, Board of Directors and staff.  

Scope of Responsibility: 

Must be familiar with Butterfly Pavilion policies and procedures and employee handbook, be sensitive to the interrelationship of both people and functions between departments and maintain positive relationships with outside vendors and clients. 

Decision Making: 

Be able to work with minimal supervision and in a team setting; be able to assess workflows in order to organize and prioritize work; use a high degree of judgment and discretion in handling confidential information, dealing with sensitive matters, and in dealing with people. 

Working Relationship & Habits: 

Must work well with all levels of team members, associates, customers and members. This position involves daily contact with team members, associates, vendors, boards and committees. Must demonstrate good work habits and attendance, and follow policies and procedures. Must be able to handle sensitive and confidential information, make independent decisions, prioritize, and multi-task. Affable personality with great interpersonal skills.  

Communication: 

Requires good telephone etiquette and excellent oral and written communication skills. Must be able to create professional business letters, memos and other communiqué. Excellent grammar and punctuation skills.  

Technical Experience: 

Experience in Microsoft Suite required, with experience in data entry. Expert editing and proof reading skills. Experience in membership database use is helpful. Type minimum 60 words/min.  Great customer service.  

Education Requirements: 

An associate’s degree is required, and a bachelor’s degree is preferred, or equivalent education and experience can be substituted. Superior work ethic, and time management skills are required. 

Physical and Environmental Conditions: 

This position exists in an office environment requiring the incumbent to perform normal activities including, but not limited to, sitting or standing for long periods, filing, retrieval, lifting (up to 25 lbs.) and operation of office equipment. The use of a desktop computer with keyboard and mouse is required daily. Some travel required. May require working extra hours and some weekends.

Specific Responsibilities:

· General administrative and office clerical support, including office organization

· Troubleshooting technology questions and coordinating work of IT contractors

· Managing use and maintenance of office machines and phone/internet systems

· Maintaining and ordering office supplies

· Serves as CEO’s assistant, and performs dictation duties as requested

· Coordinate all elements of the Board of Directors meetings, and assists in the monthly preparation and distribution of board agenda, reports and other information

· Independently pursues projects, composes reports and produces correspondence.   

· Formulates procedures for systematic retention, protection and disposal of records

· Arranges, participates in, and implements, as directed, meetings and retreats.

· Drafts memos, narrative or other reports as requested

· Maintain staff directories, birthdays and anniversaries

· Proofreads and edits outgoing correspondence, newsletters, advertisements and grant applications.

· Maintain Policies & Procedures manuals for organization

· Assists with annual SCFD Application submission

· Answers incoming calls to the Pavilion and assist patrons, vendors and service people with inquiries 

· Assists bookkeeper with various accounting tasks (e.g. Payroll, Invoices, etc.) 

· Sorting and distributing mail and incoming deliveries

· Trouble-shoots office equipment problems and arranges for repairs

· Tracks, orders, codes & distributes office supplies for all Pavilion staff when necessary to ensure no interruptions of workflow occur.


· Prepares new-hire packets, assist CEO and staff with interview and hire process and background checks.

· Coordinate all aspects of postal needs including coordination of mass mailings, distribution of incoming mailing, outgoing mail, courier services and postage meter

· Assist in the updating of the website

· And other duties as required.

Job Details:  

Job Location: Westminster, CO  

Salary: $25,000 to 30,000

Employment Status: Full-Time (40 hours), Non-Exempt Position
Benefits Include: Generous Benefits Package  

Email letter of interest and resume to rjb@butterflies.org or mail it to Butterfly Pavilion Attn: Robert Bonacci, 6252 West 104th Avenue, Westminster, CO 80020. No phone calls please. Resumes due April 12, 2010 by 5:00 p.m. EOE 


