Imagine being part of one of the mostrespected human services organizations in the world —a place
where yourwork positively influences the lives of others, a place where you thrive inavalues-based
environment, a place where you are building abetter future foryourself and your community.

General Function:

Under the supervision of the designated supervisor, and in harmony with the mission and purpose of
the established policies and goals of the YMCA of the Palouse, the Administrative Support Staff shall be
responsible forassistingin Branch administration and operations.

Qualifications:

¢ Must have a minimum of one year experience workingin an office environment.

* Must possess excellent oral and written communication skills with attention to detail.
e Computer proficiency in Microsoft Office

* Must be able organize office environment.

e Certificationin CPR/First Aid or obtain within 60days of hire

e Complete and maintain required trainings toinclude: New Employee Orientation (NEO) and Child
Abuse Prevention (CAP).

e Satisfactory completion of a criminal background check.

Essential Functions:
e Supportthe mission, vision and goals of the YMCA.

* Promote a professional values-based culture by leading with the values of caring, honesty, respectand
responsibility.

e Leadin a mannerthat advances our cause to strengthen the foundations of community through
programs that focus on youth development, healthy living and social responsibility.

e Screenvolunteerapplications, interview and process the required reference and background checks
for branch volunteers, conduct volunteer orientation meetings..

¢ Purchase and properly maintain office supplies and janitorial suppliesin accordance with the operating
budget.

e Process monthly branch trackingand incidentreports.



¢ Follow mandated abuse reporting requirements.
e Wearstaff uniform and name tag, or professional attire when appropriate.
e Attend staff meetings and trainings as scheduled.

e Carry out otherrelated duties as deemed necessary by branch operations to ensure an excellent
memberand employee/volunteer experience.

Skills and Ability Requirements:

¢ Abilitytoread, analyze and interpret documents.

e Ability to respond effectively toinquiries or complaints.

* Ability to apply mathematical concepts to practical situations.

¢ Ability toreason and define difficult problems with limited direction as to means and results.

Effecton End Results:
e Apositive image of the YMCA is portrayed to members, staff, volunteers and the community.
¢ Apleasantand comfortable working environmentis maintained for all staff.

¢ Relationships are strengthened through intentional interactions.

This job descriptionis notintended to be all-inclusive. Itis understood that the employeewillalso
performotherreasonably related business duties if requested by the supervisor. Job descriptions are
reviewed periodically and may be revised if deemed necessary. This job descriptionis nota written or
implied contract.

Other details
e Pay Type
Hourly $13.50 -$15.00 DOQ

20-25 hours perweek (M-F); 12:00 pm-5:00 pm



