YA/ UNIVERSITY of WASHINGTON

Work Study Job Description
Off-Campus Employers

Job Title of this Position

Administrative Assistant

Name of Organization

World Affairs Council

Website

www.world-affairs.org

Job Location Address

2200 Alaskan Way, Suite 450
Seattle, WA 98121

Contact / Supervisor

Bipasana Joshee

Phone Number

206.441.5910

E-mail

bjoshee@world-affairs.org

Hourly Pay Rate (indicate arange) |$12 / hr

Summer & Academic Year
(7/1/2009 — 6/11/2010)

Academic Year
(9/30/2009 - 6/11/2010)

Summer Only

Employment Period (7/1/2009 - 9/29/2009)

Summer: Academic Year:
|:| Full time program 40 hrs/wk E Part time program up to 19 hrs/wk
[ ] Parttime program up to 19 hrs/wk

Hours per week

Nature of Business or Organization:

The World Affairs Council of Seattle, a non-profit, non-partisan organization, is the leading foreign affairs forum in the
Pacific Northwest. Since 1951, the Council’s purpose has been to promote greater understanding of global affairs in our
Puget Sound community through a balance of public events, educational activities and the international visitor program.

Duties and Responsibilities:

- Learn, use, and research new and diverse technologies to assist in daily office activities including supply inventory, funds
processing support, workflow processes, filing system protocols.

- Attend Council events and assist in direct recruitment of members and marketing of the World Affairs Council.

- Database management support.

- Maintain, update, and backup Council website on a regular basis

- Coordinate acknowledgement & bulk mailings.

- Assist Database and Office Manager with computer systems management and implementation of standard technology
settings.

Minimum Qualifications:

- Strong organizational and interpersonal skills

- Attention to detall

- Strong time management skills

- At least one year of experience working in office environment
- Experience working in a fast-paced environment

- Customer service experience

- Computer literacy and knowledge of Microsoft Office programs
- Experience working with databases

Educational Benefits:

- Experience at an internationally focused non-profit organization

- Gain skills related to office management and technology

- Exposure to visiting international delegations from around the world

- Opportunities to attend lectures, panel discussions, and other educational events at no cost
- Numerous networking opportunities throughout the year

o S | g S Py By g DR L ) W P P R N T S S o S |

(For Work Study Office Use)

65
JOB NUMBER: 65WACO01 Program/Rate: FEDERAL % STATE %

2009/2010




	Phone Number:
	Email:
	IRS Tax Number of Organization: 

	Job Title of this Position: Administrative Assistant
	Name of Organization: World Affairs Council
	Website: www.world-affairs.org
	Job Location Address: 2200 Alaskan Way, Suite 450
Seattle, WA 98121
	Contact  Supervisor: Bipasana Joshee
	Phone Number: 206.441.5910
	Email: bjoshee@world-affairs.org
	Hourly Pay Rate indicate a range: $12 / hr
	Nature of Business or OrganizationRow1: The World Affairs Council of Seattle, a non-profit, non-partisan organization, is the leading foreign affairs forum in the Pacific Northwest. Since 1951, the Council’s purpose has been to promote greater understanding of global affairs in our Puget Sound community through a balance of public events, educational activities and the international visitor program. 
	Duties and ResponsibilitiesRow1: - Learn, use, and research new and diverse technologies to assist in daily office activities including supply inventory, funds 
   processing support, workflow processes, filing system protocols.
- Attend Council events and assist in direct recruitment of members and marketing of the World Affairs Council.
- Database management support. 
- Maintain, update, and backup Council website on a regular basis 
- Coordinate acknowledgement & bulk mailings.
- Assist Database and Office Manager with computer systems management and implementation of standard technology 
   settings.
- Support with the administration of internship program applications
- Assist with development and implementation of office organization strategy
- General administrative work including mailing, faxing, copying, filing, and answering phones. 
- Other duties and projects as assigned by the Database and Office Manager

	Minimum QualificationsRow1: - Strong organizational and interpersonal skills
- Attention to detail 
- Strong time management skills
- At least one year of experience working in office environment
- Experience working in a fast-paced environment
- Customer service experience
- Computer literacy and knowledge of Microsoft Office programs
- Experience working with databases
- Interest in global affairs and the non-profit sector
- Experience editing websites a plus
- Sense of humor
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-	Gain skills related to office management and technology
-	Exposure to visiting international delegations from around the world
-	Opportunities to attend lectures, panel discussions, and other educational events at no cost
-	Numerous networking opportunities throughout the year
-	Complimentary one year membership to the World Affairs Council
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