Administrative Assistant (Residential Setting IYP East)        

Qualifications:

· High school diploma or equivalent plus two years clerical experiences or Associate degree and one-year experience.

· Computer literate with data entry skills

· Record keeping or medical records experience, i.e. knowledge of procedures for maintaining personnel and participant records, including securing, accumulating, auditing, processing and preserving records

· Well-organized and able to meet and work with the public.

· Familiarity with clinical settings and confidentiality regulations.

· Pleasant phone manners.

· Ability to deal with a diverse clientele experiencing instability and psychological stress.

Position Specific Job Functions and Competencies:
1. Professional Demeanor

· Responds to the needs of the public, program participants, and co-workers in a service friendly manner 
· Applies skills that demonstrate the promotion of a productive team environment

· Develops and maintains effective relationships with other programs and departments        

2. Knowledge of Job

· Has a working knowledge of the program policies and procedures manual

· Maintains inventory of supplies as assigned and order as needed

· Demonstrates proficiency in using office equipment including multi-line phone system, fax, and copier

· Maintains program equipment in proper working order 

· Maintains program area in accordance with established criteria to ensure compliance with licensure and contracting requirements

· Liaison for processing of DJJ Preliminary Background Screenings for applicants seeking employment, coordinating with, and following guidelines provided by HR Department

· Performs data entry and other clerical duties

3. Safety & Security

· Maintains limited access

· Guardian of confidential files

· Assists with implementation and monitoring of program participant and facility management systems
· Ensures compliance with health, fire and safety standards of applicable regulatory agencies
· Participates in the resolution of maintenance/repair emergencies after hours
· Maintains corporate vehicles
· Manages the initiation and completion of necessary repairs and upkeep of the facility in a  
             timely fashion

4. Attendance

· Is on time and prepared to work during shifts, meetings, and trainings

· Provides proper notice of anticipated absences

5. Communication

· Handles requests for release of information by phone, by mail and in person, i.e. functions as designated Medical Records Custodian 

· Coordinates the submission of required reports as assigned

· Maintains communication with staff to ensure telephone coverage as necessary for absences.

· Is responsive to staff needs. 
· Ensures that information communicated is useful and facilitates appropriate follow up 
· Ensures that participant related documents are complete

· Communicates in a manner that results in the best program management possible
      6.    Decision Making

· Appropriately discerns situations requiring independent decision-making and situations that require consultation with supervisor prior to decision

· Makes decisions that promote team attitude, reduce conflict, and increase sense of fairness & cohesion.

7. Initiative

· Runs errands.

· Recognizes and perform other tasks upon completion of assigned tasks

8. Quality & Quantity of Work

· Trouble-shoots data errors. 

· Assists with internal and external audits when requested. 

· Enters all data in a timely fashion and according to guidelines set by Data Systems

· Ensures that data entry errors are minimal and corrected in a timely fashion.

· Maintains tracking and filing systems in an organized manner as assigned

· Types, copies and mails correspondence
· Maintains records of household donations, inspections and petty cash expenditures
· Manages and organizes participant records
Organizational Work Expectations:

1. Have a working knowledge of and comply with appropriate laws, rules, administrative policies and procedures related to your specific program.  

2. Coordinate activities with your immediate supervisor and keep him/her updated on trends and changes.

3. Ensure that work performance is in accordance with CDS, Inc.’s program-specific policies and procedures.

4. Provide appropriate documentation of activities.

5. Initiate and maintain all paperwork in compliance with appropriate rules and regulations.

6. Participate in the management information system.

7. Maintain open communication and positive working relationships with agency personnel, volunteers, interns, community partners and the general public.

8. Work cooperatively to promote the corporate identity and scope of CDS, Inc., and associated service sites.

9. Maintain a level of quality customer service, which results in customer satisfaction.

10. Participate in interagency and intra-agency committees as approved by your supervisor or designee.

11. Participate in CDS, Inc. staff meetings, professional development and training, as instructed by your supervisor.

12. Participate in maintaining the facilities owned and/or operated by CDS, Inc.

13. Abide by and promote safety practices that reduce the risk of injury and/or property damage and facilitate the well being of participants, guests, staff and the general public.

14. Have a working knowledge of and comply with CDS, Inc.’s policies and procedures regarding event reporting:  Unusual Event Reports, Office of the Inspector General (DJJ) Reports, and Child Abuse Reporting.

15.  Have a working knowledge of and comply with appropriate CDS, Inc. personnel policies and rules for ethical conduct as outlined by the National Association of Social Workers, and all applicable policies and procedures. 

16.  Report any potential, suspected or actual workplace violence in accordance with the policy described in the Employee Handbook

17.  Report any suspected or incidents of discrimination or harassment of CDS, Inc. participants, staff, volunteers,

partners, or visitors, in accordance with the policy described in the Employee Handbook.

18.  Perform other job-related duties as may be requested by your supervisor or designee.

Essential Functions:   

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· the ability to come to work (attendance)

· the ability to get to work on time (punctuality)

· the ability to get along with co-workers

· the ability to work on a team

· the ability to work as directed

· the ability to work under stress

· the ability to cooperate

· the ability to self-motivate to do tasks as needed

· the ability to meet deadlines

· the ability to work overtime when needed to meet a deadline

· the ability to document legibly

· the ability to perform safety/emergency functions

· the ability to reason and utilize mathematic skills to properly carry out instruction and to perform duties involving money, statistics  and reporting

· the ability to use phone and e-mail

· the ability to use computer keyboard and mouse

· the ability to apply common sense understanding in prioritizing tasks

· the ability to carry out instructions furnished in oral and/or written form.

· the ability to work effectively with the public

· the ability to utilize sound judgment

· the ability to problem solve

· the ability to sit at desk or computer for extended periods of time

· While performing the duties of this job, the employee is regularly required to stand, sit, and walk; use hands to manipulate, handle, operate objects, tools, or controls; reach with hands and arms; stoop, kneel, or crouch.  The employee frequently is required to talk and hear. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus   

Requirements:

· Bondable

· Have reliable transportation available, carry adequate auto insurance and possess a valid Florida driver's license

· Flexible scheduling

· Clear background record check and Drug Free Workplace screening

· Comply with training requirements for your position

By signing below, I agree and understand that I must be able to perform each responsibility set forth above to continue my employment with the organization.

_____________________________________



___________________________

Employee Signature






Date

_____________________________________



__________________________

Supervisor Signature






Date
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