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Administrative Assistant
Job Description
Coordinates various office support services, including purchasing and facilities management. Requires strong communication skills and some accounting knowledge. May include coordination of reception staffing.   

Salary: $33,000-$36,000, + benefits. This is a full-time position.
Specific Responsibilities
· Performs basic troubleshooting on agency computers.  
· Answers telephone and provides information/assistance or routes caller to appropriate staff member. 

· Takes phone or visitor messages and delivers to appropriate individual. 

· Greets visitors to the office and directs them to appropriate individual. 

· Composes and types routine correspondence and memoranda using word processing software and performs data entry tasks. 

· Compiles and types statistical reports including tables and text using spreadsheet software. 

· Assists Office Manager with monitoring office supplies. 

· Operates and maintains fax machine. 

· Makes copies, collates, and staples materials as requested. 

· Establishes and maintains permanent files; files and retrieves files as requested.
· Performs other related duties as required. 

Qualifications
1. Identification as a person with a disability preferred.  

2. Demonstrated knowledge of independent living philosophy as it applies to ILRCSF programs and supervision-management.

3. Desire and ability to contribute actively to ILRCSF's commitment to diversity at staff, Board and consumer levels by promoting the celebration of difference in age, ethnicity, disability, religion, gender and sexual identity.

4. Excellent verbal and written communication skills.

5. Strong PC Computer Skills including knowledge of MS Word, Excel, Access, E-mail, etc.

6. Ability to come to work scent free. 
Interested parties should submit a cover letter and resume to jessie@ilrcsf.org. 

Independent Living Resource Center San Francisco (ILRCSF) is wheelchair accessible and provides reasonable accommodations on request, including ASL interpreters and print information in alternative formats. ILRCSF is a scent-free office in order to be fully accessible to all people with disabilities. Please do not wear any scented products including perfumes, aftershave, hairspray, etc. to any meetings, groups, or workshops held at or by ILRCSF.
The Independent Living Resource Center San Francisco (ILRCSF) is an equal opportunity and affirmative action employer. Reasonable accommodation provided to persons with disabilities in the application and interview process as well as in employment.
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