COMMUNITY IMPACT ADMINISTRATIVE ASSISTANT
JOB DESCRIPTION




	GENERAL INFORMATION

	Position Title:
	Community Impact Administrative Assistant

	FLSA Classification:
	Part-time, non-exempt (10-15 hours/week to start)

	Reports to:
	Director of Community Impact

	Date Last Reviewed:
	October 26, 2026



	JOB SUMMARY



The Community Impact (CI) Administrative Assistant will support the CI team in the process of book distribution for the literacy initiative throughout Winnebago County.  The administrative part of the process is to ensure the right books are ordered, all delivered orders are logged in and compared to packing sheets for accuracy, processed for labeling by volunteers, shelved in the appropriate locations in the office, and delivered to sites including, but not limited to, clinics, the health department, early learning centers and more.

	DUTIES AND RESPONSIBILITIES



· Receiving all books delivered to the United Way office
· Matching books to packing sheets
· Submitting packing sheet to Director of Community Impact (DCI)
· Preparing all books for stickering and give specific directions to the Office Coordinator for volunteers
· Sorting books by age level and shelving by distribution needs
· Coordinating the stickering and boxing of monthly Tiny Turner (book distribution) selections
· Communicating with the agencies receiving books through book distribution grants and programs to pick up books and/or have books delivered
· Communicating with Reach Out and Read clinics, and fulfilling their inventory needs on a consistent basis to ensure books for all ages of children are always available in each clinic
· Tracking all books distributed and reported to the DCI
· Assisting the Office Coordinator with the planning and execution of the annual community book fair and distribution
· Assisting with the sorting of donated books by reading/age level and shelving in appropriate locations
· Assist the DCI and Literacy Manager in ordering of books, as needed or requested

	MINIMUM QUALIFICATIONS



· The ideal candidate will have a degree in education or a human services related field or experience that meets the specific skills needed to fulfill the duties of the job
· Possess a valid driver’s license, a reliable, fully insured vehicle (that can handle boxes of books) and the ability to pass a background check.
· Excellent attention to detail and organizational skills
· Excellent customer service skills
· Ability to lift at least 50 lbs. and transport multiple boxes throughout the day in their own vehicle
· Experience in education and/or literacy is helpful for sorting materials for age appropriateness

	WORKING CONDITIONS



United Way is the leader and trusted partner in improving lives, tackling key community issues, and making the community a better place for all.  Work is carried out with the intent of always delivering on the mission of the organization.   The environment is generally represented by normal office conditions but can vary with organizational demands. Timely completion of special requests, projects and meeting deadlines associated with primary duties is expected and may require time outside the posted workday. 

Travel Requirements:

· Frequent local travel within the regional area, including occasional evenings, and weekends.
· Reliable personal transportation required.
· Valid Driver’s License and Insurance required.

Physical Requirements:

· Good vision and hearing acuity (with adaptive aids if necessary).
· Manual dexterity and frequent repetitive hand/arm movements utilizing computer keyboard.
· Constant sitting, standing and walking.
· Bending/stooping, kneeling, pushing, reaching, squatting, and moving/lifting approximately 25-to-50-pound boxes of books throughout each shift

	DISCLAIMER/SIGNATURES



This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  The employee will be required to follow any other job-related instructions and to perform any other job-related duties requested by the employee's supervisor.

Requirements are representative of the minimum levels of knowledge, skills, and/or abilities to perform this job successfully.  The incumbent will possess the abilities or aptitude to perform each duty proficiently.

United Way of Rock River Valley is an equal opportunity employer. 

This document does not create an employment contract, implied or otherwise.  The employment relationship is at will.

Signature indicated acknowledgment of receipt only:

Employee: _____________________________________ Date: __________________

Supervisor: ____________________________________ Date: __________________
