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Administrative Assistant Intern/Volunteer


Definition: 


Working under the supervision of the Co Executive Directors, the administrative Intern performs general secretarial and administrative duties, routine clerical and typing work.


Duties and responsibilities:


Maintain systems, procedures and methods for record keeping, sending receipts, thank you letters and other merchandise or event items.


Maintain contact management and database, including inputting giving tracking.


Interact with vendors, parents, other agencies and public to answer questions, recruit volunteers, register children, schedule speaking engagements and professional development opportunities, solicit donations (in-kind) and to resolve account and billing discrepancies.


Edit some print material 


Provide a variety of supportive services as directed by an administrative superior.


Perform other related duties as required. 


Knowledge, skills and abilities:


Advanced knowledge of personal computers.


Good analytical and problem-solving skills.


Knowledge of data gathering techniques, such as library research or files analysis, to obtain technical and administrative materials for organizational use.


Knowledge of principles and practices of organization, planning, records management, research and general administration.


Ability to communicate effectively both verbally and in writing with staff, employees and public.


Ability to operate standard office equipment.


Ability to follow oral and written instructions.


Experience in the following is helpful but not mandatory:


Experience with a database program, specifically File Maker Pro. 


Please contact:�Brooke Sexton�Yes! And… CAMP Co-Executive Director�� HYPERLINK "mailto:brooke@yesandcamp.org?subject=admin_assistant" \t "_blank" ��brooke@yesandcamp.org�
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Building individuals and communities through Collaborative Arts iMagination Programming





Address:


3721 Midvale Ave.


Philadelphia, PA 19129





Phone:


215-951-0330 x2117





Web:


www.yesandcamp.org


wintersortofthing.com





info@yesandcamp.org








Programs:


Summer Theatre Camp


Winter Sort of Thing


SHADOW Company


Collaborative Arts Institute


Internships








Program Directors


Michael J. Brix


Sarah C. Butts


Jake Miller


Brooke Sexton


Meg Williams





Yes! And… CAMP is a non-profit organization under the New Beginnings program of Resources for Human Development. 501c3
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