[image: ]

Title of Position:	Administrative Assistant-Intern
Purpose:	Administrative Interns are responsible for the day to day operations of the front office and assist with various program-specific and/or agency wide projects.
Requirements:	Knowledge of Microsoft Office Programs (Word, Excel, and Power Point), great phone etiquette, willingness to navigate language barriers, knowledge of working with refugees and immigrants, dependable, prompt, patient, non-judgmental, ability to multi-task and work in a fast paced environment, self-directed and able to work independently on projects
Training: 	Attend initial orientation meeting with program coordinator. Attend on-going trainings as required by the coordinator.
Location:	NICE’s main office in South Nashville: 3221 Nolensville Pike, Suite 103, 37211.
Time Commitment:        15 hours per week or as negotiated with the program
Duties:	
· Answer phones
· Greet clients and students
· Maintain front office
· Assist with various program specific or agency wide projects
· Assist with client intake process
· Dress in a manner that is mindful of the culturally diverse students we serve, and representative of a professional atmosphere
· Assist with website, Facebook, Twitter, and blog updates as needed
· Assist clients with requests (i.e. finding jobs, filling out applications, referrals for services as directed by supervisor)
· [bookmark: _GoBack]Assist with immigration paperwork as requested by supervisor

Benefits: 	Opportunity to meet people from other cultures and learn about those cultures, help people adjust to living in the United States, develop problem-solving, teaching, and communication skills, use creativity in meeting the needs of students, meet and interact with immigrant and refugees, work in collaboration with other volunteers and program coordinators, and grow in your own use and understanding of English.
Supervisor:	Idah Mathu, Administrative and Finance Coordinator
idah@empowernashville.org
(615) - 315 - 9681
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