Program Assistant

SUMMARY:

Assists a department or organization with research, writing, events, and/or general administration. May be general or for a specific project.

DUTIES AND RESPONSIBILITIES:

1. Internet and library research.

2. Document creation, drafting, and editing.

3. Communication with outside parties.

4. General office duties.

5. Website design and maintenance (only in some cases).

6. Managing and archiving materials and files.

7. Event planning and operations – including running conferences and seminars.

8. May involve designing and giving presentations.

9. Other job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:


Varies depending on the project.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:

· Fluency in Spanish may be required for some positions.

· Knowledge of PC or MAC operating systems and software.

· Experience in data entry.

· ALL KNOWLEDGE AND SKILLS ARE SPECIFIC TO AN INDIVIDUAL PROJECT.

