JOB TITLE:   Office Assistant – Data Entry/Receptionist (Non-Exempt)PRIVATE 

The mission of The Warren Center, for children with developmental differences is to assure that children with developmental differences or disabilities and their families receive the resources and support they need to achieve their potential.

Our purpose is to improve the quality of life for children with developmental disabilities. We accomplish our mission and purpose by: 
a) ensuring that each child makes developmental gains;
b) ensuring that families have the tools to understand, support, and advocate for their children; 
c) demonstrating leadership in our field which assures community investment; and 
d) being responsible stewards of our human, financial, and capital resources. 
The values of The Warren Center, for children with developmental differences include:
· Behave Ethically: Understand and practice ethical professional and business behavior 
· Build Relationships: Establish and maintain positive working relationships with others, both internally and externally
· Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques. Every individual is expected to demonstrate courtesy and respect.
· Creativity/Innovation: Develop new and unique ways to improve operations and create new opportunities.

· Focus on Client Needs: Anticipate, understand, and respond to the needs of internal and external clients to meet or exceed their expectations 

· Foster Teamwork: Work cooperatively, professionally, and effectively to set goals, resolve problems, and make decisions 
· Lead: Positively influence others to achieve results that are in the best interest of The Warren Center
· Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear decisions which are timely and in the best interests of The Warren Center. Exercise good judgment.

· Organize: Set priorities, develop a work schedule, monitor progress towards goals, and track details, data, and activities.

· Plan: Determine strategies to move The Warren Center forward, set goals, create and implement action plans, and evaluate the process and results. 

· Solve Problems: Assess problem situations to identify causes, gather and process relevant information, generate possible solutions, and make recommendations and/or resolve the problem.

Job Purpose

The Office Assistant – Data Entry/Receptionist supports the overall mission and purpose of The Warren Center by effectively providing clerical support for the needs of the ECI Program Director at one location. 
Primary Responsibilities 
Reception practices ensure that all internal and external customers are treated with respect, knowledgeable answers, and a welcoming attitude.  Responsibilities may include:
· Answer incoming calls, screen & forward appropriately when needed
· Intra-office communication
· Greeting clients, taking payments, explaining procedures, etc.
Program Data Entry and Management is accurate and meets the needs of the program and agency. Responsibilities include:
· Enter data, process referrals/transfers/dismissals, provide appropriate documentation in files, etc.
· Maintain organized records in a confidential manner including filing as requested
Forms and Record Management ensures that accurate and updated forms are consistently available for staff use, records are accurately maintained and provided to outside agencies in a timely manner. Responsibilities include:
· Office organization such as filing, copying, sorting, ordering forms as requested 
· Provide needed/requested records to doctors, parents, CPS, legal entities, etc. following best HIPAA practices
Professional development activities are planned and implemented that advance individual capabilities and meet the needs of the program and the agency. Responsibilities include: 
· Demonstrate professional and ethical practice at all times 
· Endorse the warren center philosophy and goals

· Participate in staff meetings and agency events as appropriate

· Be a contributing member of office team and agency
Qualifications
Education
· Required - High school diploma or GED including secretarial or clerical practices. 
· Preferred – Vocational, Technical, College, and/or Business School courses in
computer applications. 
Licensure/Certification/Registration
· None
Medical
· Within 6 weeks of employment:- Negative TB tine test or physician statement of positive reading not posing health threat.
· Physical examination within 6 months of employment indicating physical/health ability to perform the duties of this position.
Experience:

· Required – employment or internship providing data entry or other clerical work.

Additional Skills and Abilities

· Required - good interpersonal and communication skills, both verbal and written; good organizational skills; appropriate data and word processing skills; ability to use office equipment
Working Conditions

Physical requirements 

· Work requires some physical exertion such as sitting for extended period, bending, reaching, finger dexterity, good vision, lifting up to 25 pounds, pushing, pulling.
Cognitive or Mental requirements 

· Ability to read, write, perform simple math, and proof-read

Working Environment 

· Work is performed in an office shared by several people with limited privacy.  

Supervision
Work is performed under the direct supervision of the Assistant Director of  Data Systems indirectly, Program Directors and Chief Executive Officer.
My signature indicates that I understand and agree to the responsibilities of this job as described.

Date                             

Signature

My signature indicates that I understand and agree to the responsibilities of this job with the following reasonable accommodations:                                                   
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Accommodation accepted: 
  Date       

Signature and Title              
