Administrative/Website Management Assistant (part time – 25 hours)

Job Description

Purpose

Administrative Assistant duties and responsibilities include: Provide support the MassHire Greater New Bedford Workforce Board to ensure efficient operation of the office. Supports Executive Director and managers through a variety of tasks related to organization and communication. In addition to the Administrative duties, we require a dynamic, self-motivated individual with experience and skills in Website Management. The Website Assistant will be responsible for updating, uploading and proofreading site content across multiple social media and web-based platforms under the supervision of the Human Resource Specialist.
Primary Duties

· Assist the Executive Director with file maintenance as needed.
· Create, distribute and maintain confidential correspondence and documents.
· Coordinate on and off-site meetings as directed, including preparation and distribution of meeting materials to board members, book meeting rooms, assist with room set-up and registration table.  Order lunch as requested by the HRS.
· Record and produce accurate minutes of all meetings. 
· Collect and sort incoming mail, log, date stamp and distribute as appropriate.

· Greet incoming office guests and visitors.

· Answer and direct telephones calls.
· Weekly trip to the MassHire Career Center for bulk shredding.

· Perform other duties as assigned in support of workforce board staff.
Minimum Qualifications

· High school diploma or equivalent; college degree a plus.
· High degree of tact and professionalism.
· Website development and maintenance experience.
· Ability to operate office equipment, including multi-line telephone, fax machine, copy machine.

· Proficient in MS Office.
· Excellent written and verbal skills.
· Strong organizational skills.
· Advanced knowledge of MS Office, HTML, JavaScript, WordPress, Adobe Photoshop a plus
Please email your resume and cover letter to: Deborah@masshiregreaternewbedford.com
Deborah Meggison can also be reached at 508.979.1504 Ext. 111

