Nationalities Service Center

Position Title: Administrative assistant/ Program aide (3 Openings)

Nationalities Service Center (NSC) is a non-profit that provides social, educational, and legal services to immigrants and refugees in the Philadelphia area.  We are seeking three students to work in three departments:  refugee/social services, education, and administration.  

The Administrative assistant/ Program aide will work with the Executive Director or Department Director, provide support with administrative and some program tasks.

 Specific duties include:

· Assist with general administrative tasks

· Research for special projects

· Track and measure volunteer time  and donations

· Help manage in-coming donations.

· Help market the new weekend ESL programming 

· Work as a teaching assistant in class for refugees

· Help recruit new volunteer teachers

This position requires:

· Ability to effectively use standard office equipment.

· Strong interpersonal skills as demonstrated by compassionate, cooperative, and professional interaction with diverse groups of co-workers, external business partners, and the community.

· Ability to operate a computer and use a variety of common software programs including Microsoft Office, spreadsheets, and customized databases.

· Strong written and verbal communication skills.

· Ability to work in a team structure. 

· Foreign language ability helpful.

· Interest in our mission, flexibility, and a good sense of humor. 

This position has a flexible Schedule.
