
     JOB DESCRIPTION 

Job Title:    Administrative Assistant 
FLSA Classification:  Non-exempt (part-time 20 hours/week) 
Deadline to Apply: June 1, 2020 
 

POSITION OVERVIEW 
The Administrative Assistant performs a variety of administrative and clerical tasks for the Friends of the 
Desert Mountains (Friends).  Duties of the Administrative Assistant include providing support to Friends’ 
managers and employees, assisting in daily office needs and managing the organization’s general 
administrative activities.  
 

The Administrative Assistant will work closely with the Finance and Human Resources Associate in pursuing 
the objectives listed below. 
  
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:  

 Assist the Finance and Human Resources Associate with a variety of clerical duties including data 
entry. 

 Write and distribute emails, correspondence memos, letters, faxes and forms as requested. 

 Monitor incoming Friends’ email inquiries from the public. Respond or determine who should 
respond to questions or issues promptly and forward to the appropriate staff when necessary.  

 Welcome and provide general support to visitors. 

 Perform administrative duties such as answer and direct phone calls, process outgoing mail, filing, 
etc. 

 Enter and update all information in the Friends’ volunteer and donor database.   

 Process and mail donor thank you letters within one week of receiving the donations. 
 

 General 

 Leadership – Maintain a positive, upbeat role, promote and exemplify Friends’ values and represent 
the organization’s objectives and interests to internal and external customers 

 Customer Service – Follow up on complaints, questions, and concerns; respond to internal/external 
customer needs in a friendly, timely and efficient manner. 

 Teamwork - Develop and promote teamwork and cooperation among co-workers. Work 
cooperatively with members of our partner organizations. 

 Other duties as assigned 
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.   

 Bilingual skills are a plus. 

 Proficiency in Microsoft Office (Excel, Word and Outlook). 

 Working knowledge of office equipment.  

 Proven experience as an administrative assistant. 

 Strong organizational skills with the ability to multi-task. 

 Excellent written and verbal communication skills 

 Attention to detail and problem solving skills 

 High School degree or equivalent 

 A minimum of one year of Administrative Assistant or Secretary experience. 

 Ability to work in a fast-paced work environment that requires strong multitasking skills, excellent 
time management, and self-starter mentality. 

 Highly organized with a strong attention to detail and follow-up, and able to work in a team 
environment. 

 Willingness to use personal vehicle on Friends’ business; maintain a valid CA drivers’ license with a 
good driving record. 


