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NOTICE OF VACANCY
TITLE:  

Administrative Assistant - Part Time
(20 hours)

PROGRAM:

SANDS AND CLARK - Family Resource Center

POSTING DATE: 
January 8, 2008
POSITION RESPONSIBLITIES: Administrative Assistant is responsible for providing technical, clerical, and general Secretarial support to the Project Director for Family and Community Support.   The Administrative Assistant is specifically responsible for ensuring effective internal and external communications with the various constituents of Family and Community support including: Project Directors, Program Coordinators, other Village Family Center staff, community collaborators, funders, and other partner community-based agencies.

QUALIFICATIONS: 
· BA or BS with major in business, bookkeeping, secretarial sciences or equivalent preferred or three years experience in corporate office or non-profit environment with increasing responsibility.  
· Bilingual (Spanish) highly desirable.  
· Knowledge of the Hartford Community and the non-profit community also desirable. 
· Must have own transportation and current valid drivers license.  
· Strong commitment to diversity and knowledge of community-centered practice.
· Ability to work independently with strong organizational and computer skills.
· Cultural competency to work with African American, West Indian, and Latino populations. 
· Evening availability required.  

 SEND RESUME TO:
Lucie Rivera, Human Resource Generalist






The Village for Families & Children, Inc.





331 Wethersfield Avenue





Hartford, CT 06114





(860) 296-1071





E-mail:  jobs@villageforchildren.org
The Village for Families & Children, Inc. is an Affirmative Action/Equal Opportunity Employer, a United Way member agency, and accredited by the National Council on Accreditation of Services to Children and Families.

Our Mission:  To Build a Community of Strong, Healthy Families who Protect and
