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	Department:  WFTN / Families First – Customer Support/Services
	Prepared By: Human Resources Director
	

	Reports To:  Region/Office/Department or Career Center Supervisor based on location
	Date of Creation: 
August 19, 2008
	

	Manages Others: No 
	Revision Date: 
July 29, 2015
	

	FLSA Status: Non-Exempt

	Approved By:   Human Resources Director
	

	Salary Grade:  Grade 1
	Approved Date: 7/29/15
	




PURPOSE AND FUNCTIONS:  As a member of the WFTN/ Families First Customer Support and / or Customer Services Team, the office intern is responsible for working effectively to support the office or department by assisting with clerical duties associated with office administration and is under general supervision to help achieve performance goals and objectives.  Position is a three month, with a possible extension to six months, not to exceed one year temporary, part-time, 25 hours a week, hourly position with candidates chosen and interviewed from the Active Employment and Case Management Services Families First program with WEI. 

GENERAL ATTENDANCE:  Attendance requirements are Monday through Friday, five hours a day, within the hours of 8-4:30pm with specific part-time hours to be determined by the local site Manager.

GENERAL RESPONSIBILITIES:

· Answers telephone; greets visitors; provides answers or appropriate referrals.  
· Operates various office machines to include the fax machine, copier, postage and network printers.
· Maintains office equipment and preventive maintenance schedules and services as necessary for office equipment.
· Candidate will be responsible for filing, record upkeep, organizing, drafting and typing of correspondence, opening and distribution of incoming and posting of outgoing mail.
· Input data as needed for processing.
· May be required to work on special projects as needed.
· May also be asked to coordinate meetings, schedule clients or do follow-up as needed. 
· Position may be trained to assist or conduct delivery of business services functions within the office. 
· Other duties as assigned to provide opportunity to gain new skills within the office environment.
QUALIFICATIONS:

· High school diploma or equivalent is required. 
· Must have good knowledge of office terminology, procedures and equipment.
· Must have knowledge of business arithmetic and English.
· Basic computer knowledge to include Microsoft word processing and spreadsheet software is required.
KNOWLEDGE, SKILLS AND ABILITIES:

· Requires good verbal and written communications skills.  
· Must be a team player. 
· Must be detail oriented. 
· Must have good internal and external customer service skills. 
· Data entry skills are required. 
· Good organizational skills are required.  
· Ability to accurately type 40- 45 WPM is required.  
· Must have the ability to sit at a computer terminal and type for extended periods of time.
· Must demonstrate strong customer service orientation toward customers, co-workers and partners.
· Must have the ability to work in a team environment with accuracy, integrity and use of good judgment. 
· Ability to understand and carry out oral and written directions is required.
· Must possess tact and courtesy in work performance.

PHYSICAL DEMANDS AND WORK ENVIRONMENT:  The physical demands and work environment characteristics described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· Physical demands:  While performing duties of job, employee is required at times to stand; walk; sit; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; talk and hear.  Employee must occasionally lift and/or move up to 20 pounds.  Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus.  For a more complete listing of the Americans with Disabilities Act Amendments Act (ADAAA) minimum qualifications / standards required to perform essential job functions, right click here and select "open hyperlink". 
· Work environment:  The noise level in the work environment is usually moderate.

General Sign-Off:  The employee is expected to adhere to all company policies and to act as a role model in the adherence to policies.

I have read and understand this explanation and job description.

Employee Signature: _____________________________________ Date: _______________________
Disclaimer
The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified.
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