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JOB DESCRIPTION

POSITION TITLE:

Administrative Assistant, Placements 

FLSA Designation:

Non-Exempt

EEO Category:

Office and Clerical

SOC:



43-6011

Last Reviewed/Updated:
12/15/2022
Job Summary: 

This position is responsible for providing high level administrative support to the Placement Unit. This includes gathering and compiling data, preparing statistical reports, tracking critical data, processing invoices, communication with contracted providers, and performing clerical functions such as arranging meetings and conference calls, preparing correspondences and court reports, note taking, and entering critical data.  Other clerical duties may be assigned in accordance with office procedures and may include a combination of answering telephones, word processing, office machine operation, and filing.  The Placement Specialist Administrative Assistant reports to the Placement Manager.  

The position involves acquiring, accessing, using, and safeguarding Protected Health Information according to applicable law and agency Policies and Procedures for Protected Health Information. 
Mission: To enhance the community’s ability to protect and nurture children by building, maintaining and constantly improving a network of family support services.
Vision: To be a recognized leader in protecting children and strengthening families through innovative evidenced-based practices and highly effective, engaged employees and community partners.
Essential Functions:

· Support the supervisor with preparation of reports and general tasks on a daily basis.
·  Under general supervision, compose and/or type letters, memos, reports, etc. for signature of manager and other professional staff. Perform typing, data entry or other clerical tasks as needed. 

· Utilize programs such as FSFN, Image Now & PKids to enter data as requested.  
· Provide needed administrative support that may include taking and distributing the minutes of various meetings, assisting in data compilation, and standard reports, filing, maintaining records, copying, answering telephones, opening and distributing mail, maintaining unit tracking system for assignments, foster homes, or other placement providers, compiling and uploading comprehensive placement assessments and other reports, entering critical data, etc.
· Conduct research, compile data, and prepare papers for consideration and presentation as needed
· Review various correspondence (i.e., overcapacity waivers/reports, enhanced rate requests, invoices, etc.) for format and typographical accuracy, assemble the information into a prescribed format with the correct number of copies, and submit it to an authorized official for signature.
· Prepare invoices, reports, memos, letters, presentations, and other documents, using word processing, spreadsheet, database, or presentation software.
· Set up and maintain paper and electronic filing systems for records, correspondence, and other material. Transmit information or documents to providers, using computer, mail, or facsimile machine.
· Review work done by others to check for correct spelling and grammar, ensure that company format policies are followed, and recommend revisions.
· Manage and maintain Over Capacity Waiver (OCW) tracking system using placement logs, spreadsheet and PSF data system as waivers are added, continued, and closed. This includes ensuring weekly reminders are sent to Placement Unit and case management agencies, processing waivers, and reviewing waivers for proper information.
· Confer with Placement Manager, Placement Specialist, PFSF finance representative and outside billing providers concerning accuracy, discrepancies, and the overall details of invoice items to ensure accurate and punctual payment.
· Responsible for requesting and ensuring out of area paid providers are listed in payment systems accurately. Confer with group home contracted providers and PSF Contracts to maintain updated provider records for the purpose of placement. 
· Perform daily verification of placement information comparing all data basis. Collaborate with data managers, finance, and placement to reconcile issues. Research discrepancies and maintain a tracking log of issues and resolutions. 
· Manage and maintain foster home and group home placement restriction tracking system. Confer with Placement Manager, Licensing Specialist, Quality Assurance, and DCF Licensing to maintain information accuracy.  Participate in Foster Care Referral meetings.  Research discrepancies and maintain a tracking log of reviews and resolutions. 
· Display understanding of, and sensitivity to, the service population’s cultural and socioeconomic characteristics.
· Acts quickly to solve problems and to get things done.

· Uses “to-do” lists or other tools to manage time, and manage multiple, pressing job demands.

· Prepares in advance for situations (i.e., develops mental plans, visualizes situations, rehearses presentations).

· Perseveres in the face of disappointment, hostility or adverse conditions; uses self-motivation to promote a positive attitude and environment.

This list of essential functions is not intended to be exhaustive. Partnership for Strong Families reserves the right to revise this job description as needed to comply with actual job requirements.

Minimum Qualifications:

REQUIRED: 
· High School diploma or GED Equivalent.
· Two years of related work experience.
· Proficiency in Microsoft Office Products, including Microsoft Excel, and spreadsheet software.
· Must have a valid Florida Driver’s License, have an acceptable driving record, and have access to reliable transportation.
Knowledge, Skills, and Abilities:

· Ability to work independently and set priorities

· Ability to maintain confidentiality of sensitive data

· Strong interpersonal skills

· Time management and organizational skills

· Ability to speak, read and write English

· Ability to work in a multi-task environment

· Ability to extrapolate information from a variety of data and place in proper format
· Being able to adapt quickly with constant changes

· Ability to communicate effectively in speech and in writing with outstanding telephone etiquette
· Knowledge of various types of office equipment (i.e., copier, fax, switchboard)
· Experience with programs in Microsoft Office Suite and Excel
· Possess a positive and reliable attitude concerning all aspects of working in a challenging environment, including significant patience and respect for children and families who can become quite demanding.
· Sensitivity to cultural needs and willingness to serve as a positive member of a working team.
· Strong analytical and problem-solving skills 
· Ability to prioritize multiple tasks and projects
Physical Requirements:

Sitting






60%


Standing





10%


Mobility (moving between internal offices)

20%


Kneeling/Bending/Stooping



05%


Reaching, overhead




05%


Speaking   


 No
 Yes  


Hearing 


 No
 Yes 


Reading Comprehension 
 No
 Yes 


Ability to Lift and carry up to 30 pounds.


Travel:

Same Day



Frequent

Weekend and Nights


Infrequent


Infrequent (2 to 3 times year)



Occasional (2 to 3 times Month)



Frequent (2 to 3 times Week)
PFSF is an Equal Opportunity/Affirmative Action/ Drug Free Workplace and does not tolerate discrimination or violence in the workplace.  Applicants requiring a reasonable accommodation as defined by the Americans with Disabilities Act, must notify the Human Resource Department at 1-352-244-1527.  Notification to the Human Resource office must be made in advance to allow sufficient time to provide the accommodation. 

Drug Free Workplace:

PSF maintains and enforces a Drug-Free Workplace program.  New employees are required to be drug tested prior to employment.  In appropriate circumstances, current employees may also be required to submit to drug and/or alcohol testing.  Information on the Drug-Free Workplace Policy is contained in the Employee Handbook and set forth in the Drug-Free Workplace Policy, both of which are available through the organization’s inter/intranet.
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By signing below, I agree and understand that I must satisfactorily perform each responsibility set forth to continue my employment with PSF.
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