ADMINISTRATIVE ASSISTANT
FULL TIME --35 HOURS PER WEEK  Monday through Friday 9 a.m. to 5 p.m.

RESPONSIBILITIES:
1. Answers phones, greets the public and directs them to appropriate staff
2. Maintains an orderly and professional reception area
3. Types letters and reports and performs other clerical duties
4. Provides technical support and assistance to other staff, center projects and support groups
5. Keeps resource library, and other agency information resources, current and organized
6. Manages loan closet and assists the public with transactions
7. Maintains appropriate filing systems
8. Manages and uses computer databases including the database for the VESID reports
9. Produces the quarterly newsletter
10. Assists with the Consumer Directed Personal Assistance Program (CDPAP)
11. Performs other duties as assigned by the Executive Director or Program Director

QUALIFICATIONS:
1. High School degree or equivalent combination of skills, experience and education.
2. Ability to learn about, and refer to, community resources and services
3. Ability to use data processing programs
4. Ability to manage data processing, word processing, filing, typing, and other clerical responsibilities 
5. Ability to meet deadlines
6. Ability to follow directions and to work without direct supervision
7. Ability to work with people, including the general public; ability to work, occasionally, under pressured conditions.
8. Personal experience with a disability an asset.

SEND RESUME AND COVER LETTER TO:

Finger Lakes Independence Center
215 Fifth Street
Ithaca, NY 14850

By May 21, 2010

No phone calls please!
