NOTICE OF VACANCY

TITLE:
EXECUTIVE ASSISTANT
PROGRAM:
ADMINISTRATIVE SERVICES



POSTING DATE:
 February 20, 2008
JOB SUMMARY:   As Executive Assistant to the Chief Operating Officer he/she provides professional 
support functions and manages administrative projects. 
RESPONSIBILITIES: Executive Assistant is responsible for providing technical and general Secretarial support to the COO.  The Executive Assistant is responsible for ensuring effective internal and external communication across the agency.  Manage electronic calendars and scheduling including meeting and event planning.   Transcription and preparation of final correspondence and documents. Monitor inquiries, respond or refer, as appropriate. Prepare business expense reports. Maintain effective filing system for agency documents. Take minutes at leadership team meetings. Organize and effectively manage administrative records and files. Analyze minutes and monitor follow-up. Project management including research, planning and action, as assigned.

QUALIFICATIONS:
· Degree in Arts and Sciences or Secretarial Sciences with emphasis in business, eight years in corporate environment  or non-profit environment with demonstrated increasing responsibility. 
· Strong commitment to diversity and knowledge of community –centered practices.
· Excellent computer skills including MSWord, Excel, PowerPoint, Outlook
· Attention to detail  

· Strong relationship builder

· Strong verbal and written communication skills

· Strong team player

SEND RESUME AND COVER LETTER TO: 

Lucie Rivera, Human Resources Generalist
                    
The Village for Families & Children, Inc.

331 Wethersfield Avenue



Hartford, CT  06114

E-Mail:  jobs@villageforchildren.org
The Village for Families & Children, Inc. is an Affirmative Action/Equal Opportunity Employer, M/F, 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 Nurture Children

