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JOB ANNOUNCEMENT: Administrative Assistant

Posted: November 28, 2007 – Open until filled
FRESC seeks a half-time administrative assistant to provide support to the organization’s management team, coordinate logistics for meetings and events, help maintain office systems such as a member database, and to perform other administrative duties as assigned.    
About the Organization:
FRESC is a labor-community partnership with a mission to ensure that Colorado jobs pay livable wages with family-supporting benefits, and that families have access to affordable housing and a good quality life.  FRESC shares offices and administrative staff with the Denver Area Labor Federation (DALF), which is the AFL-CIO Central Labor Council for the Denver Metro Area.  The office is made up of 10-14 committed individuals who work both individually and in teams in our modest west Denver location—we work hard but also have a fun office environment (we eat lunch together most days).
More about What We’re Looking For:

We are seeking an individual who likes to take initiative to help organizations run more smoothly and efficiently.  Applicants should also be interested in working closely with several leaders in the organization to help them streamline scheduling, meeting preparation/follow-up and information tracking systems.  The successful candidate will have strong communication skills and an ability to formulate letters/emails to assist the organization with basic follow-up communication.  Although not required, FRESC is interested in candidates who may have an interest or experience in the areas of:  benefit administration, basic website administration, or computer network systems.
Responsibilities:



· Executive Support for FRESC/DALF Leadership Team:
· Coordinate travel arrangements, logistics, and meeting schedules both locally and nationally

· Act as primary point of contact for DALF, prioritizing incoming communications and performing follow-up

· Assist leadership team with meeting preparation and/or follow-up, tracking contacts
· Have daily contact with FRESC Executive Director to assist her with task prioritization

· Organizational Administrative Support:

· Maintain task list and a system for ensuring timely follow-up on all assigned tasks/projects
· Finalize computerized layout of reports, spreadsheets, and bulletins, assist with formatting of presentations using Microsoft Office Suite and Adobe.
· Maintain all office supplies, equipment, lucent phone system, fax networks, e-mail networks.
· Assist staff with troubleshooting equipment and systems.

· Assist in preparing materials and mailings for various campaigns and events. 

· Handle all planning and logistical arrangements for meetings and events e.g. locations, developing lists and distributing invitations, catering, registration, AV needs etc.

· Attend any “all-staff” meetings, trainings or functions (including occasional evening events)
· Data entry

· Other administrative support as assigned.

Desired Qualifications:
Computer Competencies:

· Experience using Microsoft Outlook (email, calendar and contact functions)
· Advanced  - Microsoft Word (formatting, mail merge), Internet (including travel booking)

· Basic - Excel, Power Point, Data-entry and database report

Personal Skills:

· Takes initiative, detail-oriented, strong organizational skills. 

· Ability to manage multiple projects and responsibilities.
· Excellent verbal and written communication skills.
· Ability to work in a fast-paced, often hectic environment with a diverse group of co-workers and activists. 

· Ability to work well under stress and deadlines, and maintain confidentiality.
· Experience with event planning and implementation.
· Ideally, 2+ years experience as an office manager or executive administrative assistant or similar experience. 

Salary and Benefits:
· This is an OPEIU union contract position: $17.34/hour, with annual raises.
· Flexible, family-friendly scheduling: average of 20 hours weekly, some ability to shift hours between weeks.
· Pro-rated benefits: health, dental, vision, holidays, vacation, employer-matched retirement.
Interested applicants should send (1) cover letter/email, (2) resume, (3) three work-related references, and (4) two writing/project samples (one in Microsoft Word and one using another software program) to:

Steven Moss, via fax 303-477-6123 or email smoss@fresc.org.  Position open until filled.
An Equal Opportunity Employer: Women and Individuals of Color Strongly Encouraged to Apply. 
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