Administrative Assistant (Part Time, Job Share)
Wesley United Methodist Church & GroundWorks Connect
Same Location in Sioux Falls, SD 
Job Description
Non-Profit Organization 
$20.00 Hourly, depending on qualifications

Closing Date: when filled

This is a Part-Time >= 12-16 Hours Weekly position with Wesley UMC                                  Part-Time >=16-20 Hours Weekly position with GroundWorks Connect.
For more information on the Non Profits, please visit https://wumcsf.org or visit https://groundworksconnect.org .

Why the Non-Profit’s?

 Non-Profit’s allow community engagement where you can make a difference in people’s lives and create community impact. It’s where you can use your professional expertise but in a casual atmosphere where variety is constant and there is seldom a boring moment. A role where communication with people with various backgrounds happen daily. Sound intriguing?


As a Wesley UMC/GroundWorks Connect employee, you will have a chance to experience:
· Making a difference - You will have an opportunity to make a difference in the lives of the community of Sioux Falls and the state of South Dakota
· Communication & Outreach – Develop and manage internal and external communications (emails, mail, newsletters, social media, monitor and update website content, phone calls, event calendars)
· Teamwork - In a team-oriented approach, you will provide executive support to Pastor and/or Executive Director and to work cooperatively with others in a friendly work environment to achieve shared goals.
· Organization – You will have the opportunity to show off your organizational skills to prioritize and manage multiple tasks.
· Work hours – Opportunity for a flexible work schedule and possible work remote hours 



Who we want:
· a self-starter and experienced person with a passion for serving the Non-Profits by providing commitment towards completing assignments and goals;
· a compassionate individual who listens attentively to others and clearly conveys information and ideas;
· a dependable and organized individual who effectively plans and organizes work activities;
· a person who is dedicated and who will represent the Non-Profits with integrity and enthusiasm and confidentiality
· an individual who works cooperatively with others and promotes a friendly work climate for visitors, members, and coworkers 
· Hiring preference to person able to job share both Non-Profits


What you will do:

We are currently looking to hire an individual who is excited to provide administrative assistance to the two organizations. 

This position provides clerical/secretarial support which includes tasks such as greeting the public both in person and on the telephone, composing and finalizing correspondence, establishing and maintaining filing systems, creating and maintaining databases, gathering, tracking and providing information, and recording fiscal activities to support office operations. 

The ideal candidate will:
· communicate effectively and efficiently;
· successfully plan and organize work activities, adjust to multiple demands, and prioritize tasks to complete assignments and meet schedules and deadlines;
· demonstrate compassion, respect, courtesy and tact when interacting with others;
· establish and maintain effective and collaborative working relationships with other employees, members and the public;
· understand concepts related to client and congregational confidentiality;
· prepare clear and concise documentation, reports and correspondence that reflect relevant facts (agendas, minutes, schedules, etc). 
· be familiar with Microsoft Office Suite (Word, Excel, PowerPoint), Zoom, Facebook, web page updating, membership lists, shared calendars, and mailing lists.
· Assist in creating presentations whether it is slides, videos, or other media.
· Assist in creating and tracking of financial records as needed.






