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JOB DESCRIPTION                                                         

To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily. Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job functions herein described. Since every duty associated with this position may not be described herein, employees may be required to perform duties not specifically spelled out in the job description, but which may be reasonably considered to be incidental in the performing of their duties just as though they were actually written out in this job description. 
[bookmark: _Hlk228956821]PROGRAM ASSISTANT- FAMILY & COMMUNITY WELL-BEING
Department:	Clinical and Community Services
FLSA Status:		Non-Exempt 
JOB SUMMARY

Job Summary 

The Program Assistant provides high‑level administrative and operational support to programs under the Chief of Family and Community Well‑Being. This role supports multiple departments including Development and Community Relations, Recruitment, and the Family Resource Centers by coordinating projects, assisting with fundraising campaigns, lifting boxes, transporting donated items to and from a storage facility, sorting donations, managing data, preparing reports, and ensuring smooth day-to-day operations. Responsibilities include preparing correspondence, providing occasional coverage at the Family Resource Centers, scheduling meetings, tracking, and entering data, maintaining accurate records, and assisting with loading, unloading, sorting, and preparing donated items.

This role is essential in keeping programs running efficiently and ensuring strong communication and coordination across departments. 

Essential Job Functions
· Records, prepares, and distributes meeting minutes in a timely manner.
· Provides administrative support to various departments by supply ordering, record maintenance, and coordinating and scheduling meetings for various departments. 
· Compiles and enters data from various sources — including volunteer hours, donations, grant submissions, and satisfaction surveys — ensuring accuracy and completeness. 
· Creates charts, graphs, and visual summaries for presentations and reports.
· Drafts and types letters, memos, and reports for supervisors and program staff. 
· Supports Development and Community Relations with fundraising campaigns, special events, and community drives through administrative and organizational tasks and also by loading, unloading, sorting, and cataloging donated items.
· Provides coverage and support at Family Resource Centers, including receptionist duties, data entry, and general clerical responsibilities.
· Performs functions under timeframes that are often of short duration.
· Demonstrates cultural awareness and sensitivity to the diverse populations served.
· Performs other related duties as assigned.

Note: This position may involve handling Protected Health Information (PHI) in accordance with applicable laws and agency policies.

Qualifications

Education and Experience:
[bookmark: _Hlk173756092]High school diploma or equivalent; Associate degree in related field preferred; and two (2) years of relevant experience in an administrative/clerical position; or an equivalent combination of education and experience. 
Special Qualifications:
Possession of a valid, State of Florida driver’s license to operate the motor vehicle operated. Requirement exists at the time of hire and as a condition of continued employment. 

Knowledge, Skills, and Abilities
· Proficiency in Microsoft Office applications and software applications related to essential functions of the job.
· Knowledge of modern office practices, procedures, and equipment.
· Strong time‑management and organizational skills.
· Ability to communicate effectively in writing and verbally.
· Ability to maintain confidentiality and handle sensitive information appropriately.
· Ability to work in a fast‑paced, multi‑task environment.
· Ability to compile, interpret, and format data from multiple sources.
· Ability to work collaboratively and respectfully with individuals from diverse backgrounds.
· Ability to build and maintain positive working relationships with staff, partners, and the public.
· Knowledge of agency operations, policies, and procedures.
· Skill in effective communication, both orally and in writing.
· Ability to understand and appreciate different views, expertise, and experience of others.
· Ability to extrapolate information from a variety of data and place in proper format.
· Ability to be proactive, decisive, and employ crisis intervention principles appropriately.
· Ability to work independently with minimal supervision.
PHYSICAL DEMANDS
The work is a combination of sedentary administrative work and physical activity which requires exerting up to 20 pounds of force occasionally and/or negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body. 

Additionally, the following physical abilities are required: 
· Sitting/Standing: Particularly for sustained periods of time.
· Fingering: Picking, pinching, typing, or otherwise working, primarily with fingers rather than with the whole hand as in handling.
· Walking: Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site to another.
· Kneeling: Bending legs at knee to come to a rest on knee or knees.
· Stooping: Bending body downward and forward by bending spine at the waist. Occurs to a considerable degree and requires full motion of the lower extremities and back muscles.
· Reaching: Extending hand(s) and arm(s) in any direction.
WORK ENVIRONMENT
[bookmark: _Hlk171663515]Work is performed primarily in a safe and secure office environment. This position may require occasional same day travel. This position may require infrequent overnight or weekend and night travel. 
[bookmark: _Hlk123730130]
EEO/ADA STATEMENT
Partnership for Strong Families is an equal opportunity employer and considers all qualified applicants without regard to race, color, religion, sex, pregnancy, sexual orientation, gender identity, national origin, age, disability, veteran status, or any other protected status.

Applicants requiring a reasonable accommodation as defined by the Americans with Disabilities Act, must notify the Human Resource Department at 1-352-244-1500, ext. 2134. Notification to the Human Resource office must be made in advance to allow sufficient time to provide the accommodation. 

DRUG-FREE WORKPLACE
Partnership for Strong Families 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.

Signature Block:
By signing below, I agree and understand that I must satisfactorily perform each responsibility set forth to continue my employment with PSF.

_____________________________		______________________________
Employee Name (Print)			Supervisor’s Name (Print)

_____________________________		______________________________
Employee Signature				Supervisor’s Signature

____________					_____________
Date						Date
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