The Latino Community Development Agency (LCDA) is seeking an Administrative Assistance for a treatment program. This position provides office services and supervision of staff by implementing cost reductions; and developing reporting procedures. 
Responsibilities: 
· Answer and direct phone calls

· Organize and schedule appointments
· Write and distribute email, correspondence memos, letters, faxes and forms

· Assist in the preparation of regularly scheduled reports
· Maintain database
· Develop and maintain a filing system
· Act as the point of contact for internal and external clients
· Other duties as assigned 
Skills/Qualifications: 
· Technology skills – Microsoft, email, and databases. 

· Reporting skills

· Administrative writing skills

· Managing processes

· Organizational ability 

· Analyzing information

· Professionalism 
· Spanish/English bilingual is a must
Education:

· Associates degree (preferred) or High School diploma and at least 2 year administrative experience. 
HOW TO APPLY

1. Submit your resume and a cover letter to: lcdahire@latinoagencyokc.org  

2. Subject Line: Staff Support Position 

