
THE CENTER FOR FAMILY RESOURCES 

JOB DESCRIPTION 

 

Job Title: Administrative Assistant  Date Approved: May 2021 

 

Category: Part Time    Weekly Hours: 25 

 

Purpose: 

Provide administrative support for the Center for Family Resources (CFR) 

organization, including the development department and executive team. 

Maintain office equipment and supplies, communication with Board of Directors 

and Advisory Committee members. Support departmental operations, including 

directing phone calls, responding to emails, managing calendars, scheduling 

appointments, taking messages, and filing paperwork. You will report to the 

Chief Executive Officer of CFR. 

Major Duties: 

1. Provides administrative duties for assigned program/department areas 

ensuring materials are accurate and prepared and delivered in a timely 

manner. 

2. Assists in inputting, gathering, and preparing statistical data to include 

client, donor, and volunteer databases. 

3. Prepares materials, attends committee meetings and records meeting 

notes. 

4. Prepares materials and participates in support of fundraisers, activities, 

and events.  

5. Works with and assists in supervising volunteers. 

6. Provides back-up support for the receptionist. 

7. Assists other support personnel as needed. 

8. Other duties as assigned. 

Minimum Qualifications: 

Education: High School Diploma or equivalent 

Experience: One year office experience or equivalent education 

Skills: Minimum of 45 wpm typing, basic computer skills, excellent 

communication and interpersonal skills, able to work with people from varied 

socio-economic backgrounds. 

Supervision: 

Given:  None                     Received:  Pertinent Department Director 



Contacts: 

Internal: All employees 

External: Vendors, visitors, customers, volunteers 

Constraints: 

Physical: Sit and type over extended periods.  Stand for extended periods for 

copying or filing information.  Occasionally lift small to medium sized boxes. 

Mental: Must be detail oriented and focused on accuracy. 

Emotional: Able to work well under pressure and handle multiple projects . 

Impact:  

This position helps portray the integrity of the organization, therefore accuracy 

and appearance in work generated should be high quality. Errors and lack of 

quality could damage the public’s confidence in the organization.   

             

About Us:  

The Center for Family Resources is a Cobb County-based nonprofit organization 

that works exclusively to serve local families and individuals that are either 

homeless or in danger of becoming homeless. Our mission is to move people to 

self-sufficiency through financial stabilization, housing, and education. We 

believe in providing tailored, long-term supportive services to our clients. We aim 

to ensure that once they leave our program, they will have all the necessary 

skills, tools, and resources to be self-sufficient enough to never again need us, or 

any organization like us. 

 

 

   


