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JOB DESCRIPTION & ANNOUNCEMENT 

 

Position: Administrative Assistant Reports to:  Program & 

Evaluation Director 

Classification: Non-Exempt, Full Time 

Salary: $28,896 

Deadline to apply: Open until filled 
 
 
Position Summary 

Under the general supervision of the Program & Evaluation Director, this position provides 

administrative support to the Program & Evaluation department, including general office operations. 
 

 
Essential Duties & Responsibilities 

▪ Complete a broad variety of administrative tasks for the department as needed, bridging 

gaps in agency workload. 

▪ Coordinate budgeting activities including maintaining budget expenses spreadsheet, creating 
payment authorization forms and expense documentation filing system. 

▪ Provide small grant contract management, including technical assistance and support, to funded 
programs. 

▪ Maintain general organization and cleanliness of common areas including break room, copy and 

office and storage rooms.   

▪ Accurately scribe documents, letters and correspondents as well as meeting notes. 

▪ Receive and accurately distribute office mail and packages. 

▪ Answer telephone in a professional, friendly manner.  Provide information or route caller to the 

appropriate party. Check office voicemails and faxes, and routes messages to appropriate staff. 

▪ Initiate set-ups for internal and external meetings and gatherings. 

▪ Complete other administrative tasks and projects as requested. 
 

 
Qualifications 

 

Education/Experience 

▪ Two years of relevant experience or an equivalent combination of education and experience 
sufficient to successfully perform the essential duties of the job as described above. 

▪ AA in business or administration preferred. 
 
Skills/Abilities 

▪ Excellent verbal and written English communication skills. 
▪ Ability to communicate clearly and effectively orally and in writing. 
▪ Ability to work independently with minimal supervision. 
▪ Excellent computer skills, including knowledge of the Microsoft Office suite. 
▪ Exhibit initiative, sound judgement, and work well with deadlines and under pressure. 
▪ Excellent organizational skills and ability to adapt to new conditions, multiple projects/deadlines 

and constant modifications to assignments. 
▪ Ability to respectfully and professionally deal with a diverse population. 
▪ Ability to maintain confidentiality of sensitive agency and employee information. 
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License Requirements 

▪ Possession and maintenance of valid California Driver's License and satisfactory driving record. 
▪ Adequate car insurance coverage. 

 
Organizational Accountabilities 
The following are agency values in the form of organizational accountabilities that we, at First 5 Fresno 
County strive to encourage, develop and strengthen in all team members: 

 
Mission: Shares in and displays a commitment to the mission and philosophy of First 5 Fresno County in 
providing excellent internal and external customer service. Actions and decision-making exemplify the 
mission, demonstrate cultural sensitivity, dedication, and compassion, and are in the best interests of the 
Commission, its staff, partners and the community. 

 
Teamwork: Demonstrates ability to work harmoniously with others to get a job done. Attitude promotes 
positive work environment; respects others; resolves issues and conflicts. Communicates effectively with 
team members and provides constructive suggestions to improve team performance. 

 
Professionalism: Maintains the necessary level of professional knowledge and technical proficiency to 
fully perform all job requirements. Identifies growth opportunities and takes initiative to increase 
competency. 
 
Leadership: Acts in a self-directed manner; takes action before being directed by others or forced by 
events. Seizes opportunities and is proactive in avoiding potential problems. Learns from own mistakes; 
adapts to changing conditions; takes on challenging or difficult assignments. Inspires excellence and 
commitment in others. 

 
Planning/Time Management: Determines resources and actions required to accomplish objectives. Sets 
priorities and manages time effectively to meet deadlines and follow through on commitments.  Identifies 
potential problems and opportunities and works with supervisor to plan contingent actions, as 
appropriate. 

 
Integrity and Trust: Is widely trusted and seen as truthful; presents the facts in an appropriate and 
professional manner; keeps confidences; admits mistakes; does not misrepresent him/herself for 
personal gain. 

 
Physical Requirements 

While performing these job duties, the employee is regularly required to stand, walk, sit; use hands for 

clerical duties and keyboarding. The employee is occasionally required to reach with hands and arms; 

stoop and kneel. The employee must regularly lift and/or move up to 10 pounds and occasionally lift 

and/or move up to 25 pounds. Specific vision abilities required by this job includes close vision, distance 

vision, peripheral vision, depth perception and ability to adjust focus, and visual acuity sufficient to read 

a computer screen and paper documents.  Acute hearing is necessary for telephone and in-person 

communication with callers and assisting staff, customers, and vendors. 
 

 
Working Conditions 

This position typically functions indoors in an office environment with light to moderate noise associated 

with business office equipment.  Some travel may be required. 

 
How to Apply 

Submit a cover letter and résumé via email to Lily Salcedo at lsalcedo@first5fresno.org.  Cover letter 

should describe the specific experience, education, and skills you believe make you an ideal fit for the 
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responsibilities and qualifications mentioned above. 
 
Office address: 2405 Tulare Street, Suite 200, Fresno, CA 93721. 


