
COUNCIL FOR HEALTH AND HUMAN SERVICE MINISTRIES
United Church of Christ

Assistant for Business Operations

Position Status:	Part-time, non-exempt 

Reports to:		CHHSM Vice President

Position Base:		CHHSM Corporate Office

Position Purpose:	Under direction of the Vice President, assist the Associate for Business Operations with maintenance of information/communications systems and performance of administrative functions that support the Council’s programs.  

General Duties and Responsibilities

	•	Maintain the Council’s centralized calendar and schedule meetings.
	•	Arrange reservations for conference and meeting rooms.
	•	Attend and provide onsite support functions at the Council’s Annual Meeting and Board of Director meetings including food and other logistics on an “as needed” basis.
	•	Assist with preparation and dissemination of materials for Council meetings and events.
	•	Respond to and/or redirect mail and telephone calls.
	•	Assist with preparation and mailing/distribution of hard-copy and electronic mail.
	•	Assist with maintenance of the Council’s shared contact list.
	•	Assist with maintenance of the Council’s electronic and paper filing systems, supplies inventory and equipment storage.
	•	Assist with processing of the Council’s staff expense reports, invoices, deposit records, financial statements and insurance information.
	•	Provide clerical support as needed to the Council President, Vice President, Associate for Programs, and Associate for Business Operations.
	•	Assist with maintenance of all Council electronic databases assuring the accuracy of information.
	•	Assist with maintenance of Council membership records and online membership directory. 
	•	Assist with updates to web site content as necessary and review web site content for accuracy.


Qualifications
	•	2-year college or vocational training.
	•	1-3 years administrative experience.
	•	Customer service orientation.
	•	Ability to communicate with clients and with co-workers both verbally and in writing.
	•	Intermediate computer skills in MS Word and Excel.
	•	Ability to work in detail and keep accurate records.
	•	Ability to organize work and efficiently multi-task.

Environment
Employees commonly sit/stand most of the day, work with a computer and may answer/respond to phone calls. Physical movement consists of walking for meetings, breaks, etc. Ability to lift items weighing approximately 20 pounds on a limited basis is required. Employees may be required to travel by car/air.

To apply, please send a cover letter and resume to: Rev. J. Bennett Guess, guessb@chhsm.org 

Deadline for applications is May 13, 2016.

This position is based at the CHHSM corporate office at 700 Prospect Avenue, Cleveland, OH 44115.  Office hours are 8:30 AM to 5:00 PM Monday through Friday.  Compensation be negotiated based on the needs and qualifications of the selected candidate.

CHHSM is an equal opportunity employer and does not discriminate in employment on the basis of race, color, national origin, ethnicity, gender, gender identity, age, sexual orientation, disability or marital status.
