Cass County Council on Aging

Job Description

Job Title:  
Operations Assistant
Job Summary: 
Under the supervision of the Director of Operations, performs specific duties as assigned related to operations, administration, and HR.
Job Responsibilities:
Operations & Admin
· Serve as the backup contact for employee and clients seeking basic technical support.
· Serve as the backup for our billing procedures
· Walk the employees and clients through the problem-solving process

· Track printer counts and submit data as needed

· Setup and operate audio visual equipment for trainings, presentations, meetings and conferences.
· Generate expense reports including labor and material costs for management.

· Database Management and tracking of metrics

· Participates in staff, team, and other meetings as required

· Enters program information into numerous databases for specific programs.

· Gathers agency statistics and generates monthly reports for each department.  

· Assists the department staff in recording and managing information for compliance with grantors rules and regulations.

· Creates and maintains detail documentation (Standard Operating Procedure) for all major tasks 

· Performs basic clerical functions such as typing and filing.
HR
· Assists with matching volunteers with appropriate volunteer opportunities 
· Assists with recruitment, orientation and training of staff and volunteers for agency.

· Maintains all current and past personnel and volunteer files.  Ensures the confidentiality of the files.

· Administers all pre-employment testing and background checks.

· Assists with various staff and volunteer functions.

· Performs data entry functions for volunteer and HR programs.

· Assists and chairs some committees as determined by direct supervisor. 

· Prepares Personnel folders and other staff and volunteer orientation materials for agency.

· Performs basic clerical functions for the department 

· Develops a working knowledge of all the agency’s programs and functions in order to assist in marketing all programs and supplying agency with appropriate volunteers and staff.

· Provides organizational methods and procedures for the departments.  

· Participates in staff and team meetings when required.

· Attends relevant community meetings, seminars and training as appropriate.

· Follows the agency’s safety and health procedures to ensure safe working practices.

· Performs other duties as assigned.

Minimum Qualifications:
Education: 
Associates degree or higher with emphasis in computer science or equivalent experience preferred.

Experience: 
One year of technical computer experience, preferably working with hardware, software, and networking
Other: 
May require a car and valid driver’s license.

Certifications:  Must maintain current CPR, First Aide and AED certification.
Skills and Abilities:
1. Ability to relate well with people.

2. Ability to work as part of a team with minimal supervision.

3. Flexibility in scheduling.

4. Respect for clients and the ability to maintain confidentiality.

5. Ability to organize work and complete assigned tasks.

6. Computer skills including in-depth knowledge of hardware and software applications
7. Ability to exercise good judgement

8. Ability to work under pressure in a fast paced environment.

9. Ability to maintain a calmness, patience and good sense of perspective under sometimes very difficult circumstances.

10. Ability to accept responsibility.

The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this position.  They also reflect the minimum skills and experience levels associated with performing the essential job functions.  They are not intended to be an exhaustive list of all duties, skills and responsibilities of personnel in this position. The qualifications should not be viewed as expressing absolute employment or promotional standards, but as general guidelines that should be considered along job related selection or promotional criteria.

Physical Requirements 
Ability to sit for prolonged periods while entering data to the computer.

Ability to access office files.

Ability to enter and access information to the computer.

Ability to lift up to 50 pounds

Working Conditions:

Works in office conditions.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.

Approval:______________________________________ 
Date:_________________

                     (Executive Director)

I have read, understand and received a copy of this job description and am able to carry out the responsibilities as listed.

Employee Signature: _____________________________ 
Date _________________
FLSA Status:  Hourly,  Non–exempt  

July 01, 2022
Paraprofessional level II

