May 27, 2009
Administrative Assistant   

Position Description/Announcement
Accountable to:

President   

Direct Reports:

None 

Primary Work Hours:
8:30 a.m. – 5:00 p.m., Monday through Friday with some evening work for events as needed 
Position Description:
Full time position for the Hispanic Metropolitan Chamber.  

Key responsibilities:
· Assist in the communication to Hispanic Chamber members, board of directors, and clients via  telephone, e-mail, FAX or in person 

· Assist in the coordination of events for the Hispanic Chamber such as: luncheons, receptions, board meetings  

· Assist in the preparation of written information such as: reports, membership lists, notices, etc. 
· Assist in the preparation of information such as: newsletters, mail outs, notices, etc.  

· Maintain positive working relationships with Hispanic Chamber staff, members, key contacts in the Hispanic community, public and private sector organizations and other key stakeholders 

■
Perform administrative and clerical duties with a high degree of skills, accuracy and confidentiality

■
Update databases of member and client information
■
Update website such as: calendar of events, videos, etc. 

■
Coordinate with the Executive Assistant and Business Development Coordinators to provide information or assistance as needed  

· Perform other duties as assigned such as special projects, other tasks, etc.  

Experience and Knowledge: Candidates should have a successful track record of:

-
Working with the public and the Hispanic Community 

-
Working with Windows operating system, MS Word, Excel, Outlook, Dreamweaver, data base management, and social networking properties.

-
Experience working with small or Latino owned businesses is preferred     

Education: Applicants with at least two years of college are preferred. 

Other Qualifications:

-
Good interpersonal, written and oral communication skills in English  

-
Bilingual (Spanish/English) highly preferred

-
Professional demeanor and ability to work in a high activity work environment 

-
Demonstrated effectiveness working with diverse people and organizations 
-
Ability to take initiative and prioritize tasks using time-management and problem-solving skills
-
A strong sense of personal integrity and professionalism 
-
Candidate history must be impeccable in terms of honesty, fairness and overall integrity 

Salary:

$15.00 per hour depending on experience    


Benefits:
Accrued Time off (Vacation/sick leave), Health, dental, and vision   

