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 Position Announcement: Administrative Assistant – Part Time
The Association of State Floodplain Managers seeks to hire a part-time administrative assistant, who supports the mission of ASFPM by supporting the work of management and other staff. Provides administrative support for leadership, projects and programs, as well as booking travel for management team and leadership. 
RESPONSIBILITIES –
Key activities of this position include:

· Overall office support and reception, travel planning, logistics and tracking for the management team and leadership;

· Provide secretarial and administrative support to management and other staff;

· Support the management team and leadership with meeting, travel and other arrangements, including travel vouchers;

· With the management team, prepare meeting agendas and supporting material for distribution;

· Compose and transmit leadership appointment letters and records of members for board, committee, Certification Board of Regents and our foundation.
· Perform general notes/minute-taking at meetings and calls, as requested, as well as coordinate minutes of other leadership meetings and notes for the board and committees;
· Update and transcribe approved board and management changes to policy and procedures and assure distribution, as requested;
· Code and file material according to the established procedures as requested, in electronic and paper format;
· With the management team, prepare meeting agendas and supporting material and ensure the timely distribution of such materials to the board, committees, CBOR and foundation;

· Create action list for management staff from board meetings.
QUALIFICATIONS/EXPERIENCE/POSITION ASPECTS – The successful candidate for the position must possess/demonstrate:

	· Advanced Microsoft Office 2013 skills to prepare reports, memos and documents.
· High school diploma or equivalent. 
· A minimum of 3-5 years of general office experience. 
	


This is a part-time hourly position, located in the ASFPM office in Madison, Wisconsin. Hourly pay ranges between $11 and $14/hr. commensurate with qualifications and experience. Leave time available/earned on pro-rated basis. ASFPM is an Equal Opportunity Employer. Employment will require successfully passing a background check.
APPLICATION PROCESS

Open until filled, but resume review will begin on Sept. 28, 2015.
Please email: employment@floods.org with the subject titled “Administrative Assistant position,” the following two items only:

1) Cover letter highlighting your qualifications relevant to the position.

2) Resume.

Successful completion of a background check will be required for the selected candidate. 
For more information on ASFPM visit: www.floods.org
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