Job Title: Administrative Assistant (Full-time)
Department: Client Services
Supervisor: Program Director
FLSA Status: Hourly (Non-Exempt)
Prepared By: NKCS Personnel Committee
Prepared Date: 1/25/12017
Approved By: NKCS Personnel Committee
Approved Date: 1/26/2017
North Kent Community Services (“NKCS”) is a Christian organization committed to improving
the lives of all people in northern Kent County by providing access to basic needs and
promoting economic independence. Our vision is to build a community of thriving people.
All employees in all positions must fulfill certain core expectations to appropriately
demonstrate support of NKCS’s culture, mission, vision, values and key strategies. All
employees must ensure that services are provided in accordance with state and federal
regulations and organizational policy. Employees are expected to demonstrate reliable
attendance to maintain adequate services for our clients. Employees are expected to
demonstrate by attitude and action their recognition of the necessity of positive and
professional interaction with co-workers and the critical importance of effective and respectful
communication with co-workers, clients, volunteers, and visitors. It is expected that all
employees work as a team member helping others to contribute to the overall success of
NKCS. Satisfaction of these core expectations is considered an essential function of all
positions at NKCS.
The roles and responsibilities of this job support the mission, vision, values and key strategies
of our organization. To perform this job successfully, an individual must be able to perform
each essential function satisfactorily.
Summary
The administrative assistant provides administrative and office support for all departments,
ensuring consistent and efficient operations of NKCS.
Duties and Responsibilities
• Answer, screen, and transfer inbound calls to appropriate staff
• Receive and direct clients, volunteers, and community members
• Perform general clerical duties including photocopying, faxing, and mailing
• Maintain electronic and hard copy filing system
• Prepare and modify documents including correspondence, reports, drafts, memos, and
emails
• Maintain office supply inventory
• Coordinate maintenance of office equipment (photocopy machine and phone system)
• Assist with data entry for development and client services departments.
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Write in-kind donor thank you notes
Make thank you phone calls to donors, as needed
Help with small mailings
Maintain Gathering Room calendar
Schedule updates for client services staff
Complete filing for client services staff
Prepare Welcome Packets for new donors and new clients
Assist client services staff with support pantry referrals
Work with the directors of the tax programs: AARP and the United Way VITA (Volunteer
Income Tax Assistance) program; help with coordinating logistics
Other assigned duties as needed

Supervisory Responsibilities
This job has no supervisory responsibilities.
Competencies
To perform the job successfully, an individual should demonstrate the following competencies:
Job Knowledge - Competent in required job skills and knowledge; exhibits ability to learn and
apply new skills; keeps abreast of current developments; requires minimal supervision;
displays understanding of how job relates to others; uses resources effectively.
Use of Technology - Demonstrates required skills; adapts to new technologies
Problem Solving - Identifies and resolves problems in a timely manner; gathers and analyzes
information skillfully; develops alternative solutions; works well in group problem solving
situations; uses reason even when dealing with emotional topics.
Diversity - Demonstrates knowledge of EEO policy; shows respect and sensitivity for cultural
differences; educates others on the value of diversity; promotes a harassment-free
environment; builds a diverse workforce.
Client Service - Manages difficult or emotional client situations; responds promptly to client
needs; solicits client feedback to improve service; responds to requests for service and
assistance; meets commitments.
Communications - Expresses ideas and thoughts verbally; expresses ideas and thoughts in
written form; exhibits good listening and comprehension; keeps others adequately informed;
selects and uses appropriate communication methods.
Judgment - Displays willingness to make decisions; exhibits sound and accurate judgment;
supports and explains reasoning for decisions; includes appropriate people in decision-making
process; makes timely decisions.
Qualifications
To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or

ability required. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.
Education and/or Experience
Associate's degree or higher.
Two years or more experience working in the human services field
Language Skills
Ability to write routine reports and correspondence. Ability to speak effectively on the phone
and in person.
Bilingual in Spanish/English preferred
Computer Skills
Proficiency in Microsoft Office Suite software
Other Skills
Exceptional organizational skills; detail-oriented
Certificates, Licenses, Registrations
None required
Physical Demands
The physical demands described here are representative of those that must be met by an
employee to successfully perform the essential functions of this job. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential
functions.
While performing the duties of this Job, the employee is regularly required to use hands to
finger, handle, or feel; reach with hands and arms and talk or hear. The employee is frequently
required to stand and sit. The employee is occasionally required to walk; stoop, kneel, crouch,
or crawl and taste or smell. The employee must occasionally lift and/or move up to 10 pounds.
Specific vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception and ability to adjust focus.
Work Environment
The work environment characteristics described here are representative of those an employee
encounters while performing the essential functions of this job. Reasonable accommodations
may be made to enable individuals with disabilities to perform the essential functions.
The noise level in the work environment is usually quiet.

