
 

 

 

 

 

 

Position – Available - May 1, 2017 

 

Title:  Administrative Assistant 
 

Supervisor:  Member of the Core Team 
 

Summary Statement:   

Plans, coordinates and administrates all office procedures and hospitality functions. 

Communicates for the organization; maintains and fosters good relationships with the public. 
 

General Responsibilities: 
 

A.  Mission, Vision and Values 

 1.  Has a thorough knowledge and understanding of the mission, vision and values of  

      the Christine Center. 

 2.  Communicates and lives the mission, vision and values of the Christine Center. 
  

B.  Manages all administrative procedures for registrations 

 1.  Answers and directs incoming phone inquiries.   

 2.  Maintains registration and housing records including all phases on FileMaker. 

 3.  Assigns lodging according to policies and special needs. 

 4.  Provides invoice confirmation and tracks all payments up to and including time of    

      arrival. 

 5.  Maintains weekly statistics including attendance, meals and individual seminar    

      revenue. 

 6.  Processes credit card payments and bookstore revenue. 
 

C.  Processes program registrations 

 1.  Answers incoming phone inquiries, emails, and follow-up calls. 

 2.  Registers each person according to the type of program and contract agreements. 

 3.  Organizes and distributes group event materials as arranged.   

 

D.  Coordinates all details before, during and after the scheduled events 

 1.  Attends to any special requests regarding the needs of a participant. 

 2.  Coordinates communications regarding housing assignments, meal counts and    

      dietary needs. 

 3.  Finalizes invoice for each individual and/or group as needed. 
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E.  Provides hospitality and orientation for guests 

 1. Provides tours. 

 2.  Greets and directs guests to destinations. 

 3.  Responds to inquiries and concerns. 

 4.  Processes gift certificates. 
  

F.  Oversees office needs 

 1.  Provides for professional office environment. 

 2.  Maintains office supplies, conducts periodic inventories, and consolidates office        

      ordering for cost effectiveness.       

 3.  Sorts mail and delivers it. 

 4.  Signs for packages and delivers them. 

 5.  Reports any office needs for maintenance and housekeeping to the designated        

      persons.   

 6.  Manages the lost and found department.  
 

Qualifications: 
 

Experience:   At least three years of experience in an office position of Administrative   

    Assistant work.   
 

Skills/Abilities: Has ability and skills in the areas of developing positive guests and staff   

                relationships.  Possess literacy with computer and software programs. 

    Has the ability to learn computer programs and software used at the Christine 

    Center.  Has Knowledge and experience with office equipment.  Able to be  

    free for some flexible scheduling.   
 

Position Available:  May 1, 2017 

Time requirements: 40 hours per week, usually Monday through Friday, ability to be flexible  

               and work sometimes on a weekend is desirable   

Salary:   Payment by the hour: $11.00  

Work Situation: Onsite 

References:  Two references from former employers. 

 

Please email resume to Sr. Henrita Frost at h.frost@tds.net. 

  

 

 

 


