
Refugee Program Administrative Support, Jewish Family & Children’s Service, Pittsburgh, PA
Jewish Family & Children’s Service (JF&CS) a non-sectarian multi-faceted social service, assists newly arriving refugees to start new lives in Pittsburgh with funding provided by the U.S. government refugee program, in partnership with community organizations, volunteers, government offices, schools and others. 
Position Summary

JF&CS has multiple government contracts to assist refugees and other legal immigrants.  JF&CS provides culturally and linguistically sensitive services to foster the early self-sufficiency of such immigrant clients. The Administrative Assistant provides a range of assistance to Resettlement program supervisors in compliance with government grants and internal requirements. 

Qualifications
· Two years administrative experience; Bachelor’s degree preferred.
· Competency in data entry, Excel, Access, Microsoft and ability to learn other programs as needed.

· Strict attention to detail and adherence to confidentiality per funding requirements.
· Resourcefulness and self-motivation.

· Ability to prioritize and work under deadline. 

· Excellent organizational and communication skills.

· Willingness to communicate with multi-cultural, limited English speakers (with interpreter if necessary)
· Capable of working on a team.
Duties and Responsibilities 
· Create and maintain client files.

· Enter and maintain client information into internal and external databases.

· Track client participation in programs.

· Report client information to funders.

· Communicate with appropriate internal/external resources when encounter problems.

· Communicate with clients (with interpreter if necessary) to gather required information.

· Take part in staff development and required trainings.
· Be alert to cross-cultural interference in dealing with clients and behave in culturally sensitive manner in order to be able to respond appropriately to the cultural characteristics of the clients.
· Assume other responsibilities as assigned.

To Apply:

This is a full time position with a competitive benefits package. Please send a cover letter including salary requirements and resume to Leslie Aizenman, laizenman@jfcspgh.org .

