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Office Assistant

The Office Assistant provides administrative and program support to programs
located in the Broomall office and works with the Executive Director and Director
of Business Affairs to ensure smooth operation of the Broomall office.

QUALIFICATIONS INCLUDE:

o High School Diploma
o Previous experience as an administrative assistant a plus

o Has personal, lived experience with mental health, substance use, or co-
occurring challenges, or is a family member of someone who has accessed
behavioral health services

Intermediate to advanced Microsoft Word and Excel skills

Good understanding of computers and office systems

Good time management

Proactive and engaged problem-solving abilities

Ability to prioritize and manage multiple tasks

Pleasant and confident demeanor when working with colleagues and clients

Strong communication skills, including the ability to read, write, and speak
English

Have and maintain required background clearances
The position is part time, approximately 15 hours per week.
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For more information or to request an application,
please contact Sheri at 215-442-1599 or sheri@voiceandyvisioninc.org

The company is an Equal Opportunity Employer. M/F/D/V encouraged to apply.
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