Kansas Coalition Against Sexual and Domestic Violence

Job Description

Position:  Executive Assistant
Responsible to:  Executive Director
Primary Responsibilities:   To assist the executive director and division directors by performing office duties relating to projects, making some limited travel and meeting arrangements, and other administrative duties as assigned.
Specific Duties:  

· Perform routine clerical work 

· Make some limited travel arrangements
· Assist with board and committee meeting preparation
· Other duties as assigned

Benefits:  Prorated vacation and health leave. 401K Plan contribution 
Employment Status:  part time, non-exempt
Knowledge, Skills, and Abilities Needed:  Office procedures and Microsoft Office software, ability to interact positively with staff and public; effective written and oral communication skills.  Must be able to lift and carry 20-30 lbs. 

KCSDV is an equal opportunity employer.  KCSDV does not consider race, color, religion, gender identity, sex, national origin, age, disability, veteran status, sexual orientation, or marital status in employment decisions.  It is our policy to maintain a non-discriminatory environment free from intimidation, harassment, or bias based upon these grounds.








