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 JOB DESCRIPTION FORM                               

	Job Title:
	Date:

	Administrative Assistant
	1/30/2020


	Dept/Business Unit:
	Supervisor:

	Operations/Engagement
	Office Manager


	Employment Status: FT or PT
	FLSA Status: Exempt or Non-Exempt

	FT
	Exempt


	Location:
	[image: image1]Other:

	Detroit, MI
	


	PURPOSE OF JOB: 



	Detroit Future City serves as the steward of the Detroit Future City Strategic Framework, a 50-year vision for the city of Detroit. The office serves as a storefront for the broader public to visit, learn, engage and explore. The office provides space for community meetings and other public events. The Administrative Assistant will assist in the efficient operation of DFC by greeting office visitors and callers, coordinating the Executive Director’s calendar, and assisting with a variety of administrative tasks. 


	RESPONSIBILITIES: 

	Principle Duties and Responsibilities:
Administrative

· Maintain Executive Director’s calendar

· Perform basic administrative, duties such as filing, under the direction of the Office Manager
· Assists with clerical duties as needed (preparing weekly staff meeting agendas, data entry, payable preparation, etc.)

· Receive calls and operate a multi-phone system
· Coordinate and distribute mail flow in and out of the office

· Assists in maintenance of the office

· Other duties as required
Communications & Community Engagement 
· Sign visitors in and direct/escort them to specific destinations in the office
· Greet Community Guests and address basic inquiries on DFC initiatives by phone or in-person and direct to corresponding staff for additional information 
· Coordinates public events under the guidance and management of the Office Manager
· Maintain Bloomerang Database and a resource for other staff for database management.
· Create and maintain a spreadsheet of speaking events for the office

· Assist with events, tabling, facilitating, photographing, and posting on social media




	JOB QUALIFICATIONS: 

	EDUCATION / TRAINING: Associates Degree (preferred)
SKILLS: Professionalism, Customer Service/Community Focus, Strong Verbal and Written Communication Skills, Accuracy and Attention to Details, Well-Organized, Ability to Collaborate and Work Well With Others, Proficient in Microsoft Office (Excel, Power Point, Word, Outlook), Knowledge of Accounts Payable and Receivable, Knowledgeable of Social Media 
Desired Skills: Database Management, Basic Graphic Design, QuickBooks or another accounting program
YEARS EXPERIENCE REQUIRED:  At least three (3) years of related experience



	SPECIAL CONSIDERATIONS:

	TRAVEL REQUIRED:  Locally within the city of Detroit for meeting and events. 
WORK HOURS: FT
PHYSICAL REQUIREMENTS:  able to lift up to 25 lbs
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