JA World Coordinator
Position Title:
JA World Coordinator  
Department:
Operations/Programs
Reports To:
Senior Vice President Operations
Classification:
Full-Time, Seasonal – school year (job share potential) 
Compensation:
$12-15/hour 

Start  Date:
September 2011
To Apply:
Resume and cover letter to:  melanieh@jawashington.org
Position Concept:


This position plays a key roll in ensuring that the office and JA World programs run smoothly and in presenting a professional image to the public.

Primary Responsibilities:

1. Responsible for maintaining a professional atmosphere in the offices and ensuring that tools are available and in working order for use by all staff, including monitoring and troubleshooting equipment and supplies, maintaining neat appearance in entire office but especially reception area, lobby, training room, work spaces and kitchen.

2. Manages coverage of the front desk including answering main telephone line and greeting visitors.  

3. Liaison with janitorial, landscape and other contractors to ensure proper maintenance and care of office spaces and a safe environment. 

4. Maintains JA World calendar and coordinates use of JA World for internal and external meetings.  Manages effective use of “sign-in/sign-out” book at front desk.   Maintains staff phone list for JA World.  

5. Responsible for timely distribution of mail as well as end of the day posting.  Manages bulk mail account and processes. 

6. Coordinates effective use of storage spaces and program materials and office supply inventory.  Responsible to keep storage spaces neat and orderly in appearance.
7. Manages volunteer training reservations.  Checks in and assigns volunteers to storefronts on program days.
8. Responsible to verify student participation with each visiting school then bill for and collect student fee payments.

9. Does all data entry for JA World programs and assists volunteer-led program data entry and volunteer servicing.

10. Maintains and assists in creation of JA World program materials, and volunteer-led program training and presentation materials and program marketing materials.

11. Supports key projects including evaluation, volunteer/teacher newsletters, JA Volunteer Recognition Night at the Mariners, Executive Partner Kick Off. Supports Groundhog Job Shadow Day and Puget Sound Business Hall of Fame.

12. Provides administrative support for Senior Vice President Operations, including weekly volunteer summary report.   
Education / Experience Required:


Bachelor’s Degree, preferred or 3 years office/front desk experience 

Computer literacy, including competency in MS Office software.

Education / Experience Desired:


Experience with Raisers Edge

This position description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job related duties required by their supervisor.  This document does not create an employment contract implied or otherwise, other than an “at-will” relationship.

