	BPSOS SYCEP INTERNSHIP DESCRIPTION


Title:


Administrative Assistant

Reports To:

Kathy White, Director of Operations
Organization:

Habitat for Humanity
Address:                     1829 N. 19th St. Philadelphia, PA 19121

Mission:
Habitat for Humanity Philadelphia builds and rehabilitates houses and neighborhoods by providing simple, decent, affordable homes in partnership with families in need. Reaching out from Christian roots across denominational, faith, economic and racial lines, Habitat works in partnership with prospective and existing homeowners, volunteers, donors, community organizations and all those who can help reach these goals.
Duties and Responsibilities (includes but not limited to):      

· Administrative office tasks: computer work (organizing data base), filing
· Answering phone
· Compiling info packets
· Opportunity to attend office meetings
· Opportunity to go to building sites
· Other duties as assigned
Requirements:  

· Good attitude, willingness to try new things
· Ability to follow directions
· Punctuality
· Some computer experience required (but not required to be extensive)—will be taught on the job
· English skills: Verbal proficiency not required but must be able to read and follow directions
Misc:  

· Employer is flexible with hours but prefers a set schedule every week 
