[image: ]
Office Assistant
137 Wisconsin Av Waukesha

Help support women recovering from exploitation with your time and skills for operations of this ministry. Can be flexible with days and times: two days a week, approximately 4 hours each.



Expectations
1. Ability to work well with others in partnership 
2. Knowledge and experience working with computers. Accuracy and consistency is key.
3. Can handle doing a variety of tasks.
4. Ability to communicate effectively both verbally and in writing
5. Attention to detail with data entry and password security 

Duties
· Help manage office operations
· Update passwords
· Help keep up monthly schedule for tasks and needs
· Help create steps and processes for systems
· Help filter and respond to emails & phone calls

This position will be evolving as we grow and we will review this role together every six months or as needed.  Input from you is vital during this process.


Email Krista at krista@redeemandrestore.org
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