Administrative  Assistant - .5 FTE (4 days a week)
Children’s Advocacy Center of Lincoln County

Duties: Provides telephone and receptionist services, welcomes and directs on-site Center visitors. Provides back up on-site support services to the Intervention and Assessment Team during forensic interviews and medical assessments.  Provides administrative and support services to the Center.  Provides support services for the Center’s Board of Directors. Prepares billing for medical exams, Karly’s Law reviews, and counseling.  Maintains Center mailing and donor lists and provides support for fundraising events. Trains volunteers to provide clerical assistant functions. 

Specific Job Skills and Educational Requirements: High School Diploma / GED and two years’ experience in administrative and office functions. Must have the ability to work under stressful conditions in a sensitive, non-judgmental, professional manner and have the ability to be positive, friendly, calm, patient, cooperative and flexible while dealing with child victims, their guardians, and siblings. Experience with children ages 3-18 years and volunteers. Knowledge of child development preferred. Must have knowledge in general administration and office functions.  Must have superior skill in operating personal computer software word processing, bookkeeping, spread sheet and database applications.  Must have ability to be flexible, to multi-task, and be a team player.  Must possess a valid Oregon driver’s license with a good driving record, automobile liability insurance as required by law, as use of personal vehicle is required. Must pass a criminal history check and drug screening. Please send cover letter and resume to assistant@lccac.com  by October 31, 2014.
Salary Range:  $12 - $15 an hour
