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Operations Assistant 

Hourly, Full-Time, Regular 
 
SE Works is recruiting for a Full-Time Operations Assistant  
 
$16 per hour, full benefits, to start 
Respond by midnight, Monday, November 11, 2019 to HR@SEWorks.org 
Include: 

1. Resume 
2. Cover Letter, addressing these 4 areas: 

 Describe your experience setting up and trouble-shooting computers, phones, office machines, 
projectors, and meeting spaces. 

 Describe your experience editing and updating Wordpress websites, social media, cell and desk 
phone programming, and the Google Suite of services.  

 What is your experience with customer service in a social services setting? 

 With many demands on your time, and reports of problems to be addressed, how do you set 
priorities, and keep your supervisor informed? 

 

 
Position Summary: 
 
The Operations Assistant supports the smooth day-to-day operations and functions of SE Works.  They will 
assist with facilities, equipment, maintenance and technical services to support the regular and special event 
activities of staff. They will provide excellent customer service to maintain a professional atmosphere for 
customers accessing SE Works’ services. They staff monthly Safety Committee meetings and ensure regular 
emergency drills are carried out. This position may also be required to provide Front Desk relief for breaks, as 
the second back-up for that role. 
 
Essential Functions: 
 
Regular and consistent attendance is an essential function of this position. 

 Report facility problems and missing or broken equipment to the Director of Business Operations. 

 Daily oversight to check temperatures and maintenance needs. 

 Daily oversight to ensure all copiers, printers, supply cabinets, staff break area, and restroom paper 
and coffee supplies are topped up daily. 

 Weekly trips to purchase and pick up break room and food supplies. 

 Monitor printer toner levels and assure refills are available as needed. 

 Maintain small tools supply and perform minor repairs as needed. 

 Coordinate with contract janitorial and other maintenance staff to ensure their work in the facility is as 
efficient and non-disruptive to program services as possible. 

 Assist with copier and printer paper jams and toner replacement. 

 Learn and take responsibility for ordering, receiving and stocking office supplies. 

 Assist with computer and furniture trouble-shooting and moving; become responsible for chair, table 
and desk adjustments. 

 Maintain equipment inventory records, including annual counts. 

 Maintain classroom set up to ensure they are well organized, with matching furniture.   

 Assist with planning and implementing special projects as assigned, including events and room set up 
and take-down. 

 Schedule and keep records for monthly Safety Committee meetings/ emergency drills 

 Provide Front Desk relief for their breaks, as needed. 
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Required Education and Experience: 
 

 A valid driver’s license, insurance, and ability to use personal vehicle.  

 Ability to learn under direction and supervision. 

 Professional demeanor and positive attitude 

 Ability to speak, read, and write at a level sufficient to fulfill the duties assigned. 

 Knowledge of computers, software, and data systems, including Microsoft Office Suite 

 Demonstrated competence in basic home repairs. 

 Organized, and methodical 

 Ability to work under pressure and deadlines without being reactive. 

 Respectful attitude toward staff and customers of diverse backgrounds 
 

 
Preferred Qualifications: 
 

 High School diploma or GED 

 Adept in managing alarm systems, desk phones, cell phones, Gmail, WordPress website, and 
Facebook. 

 Familiarity with class and cultural issues. 

 Knowledge of area education and training providers, human service agencies, and community groups. 
 

 
Job Conditions: 
 

 Can be stressful, with many interruptions during the day. 

 Sitting or standing for long periods of time. 

 Lifting, loading, and stocking bulk paper and grocery supplies daily. 

 Periods of constant customer service alternating with periods of desk of other work alone with minimal 
direct supervision. 

 Must be able to pass a background check and safeguard confidential information. 

 

SE Works offers a competitive salary, paid benefits, a retirement plan, and paid time off, among other benefits. 
   

SE Works is an equal opportunity employer.  SE Works does not discriminate on the basis of race, color, 

religion, gender, age, national origin, disability, marital status, sexual orientation, political affiliation, or any 

other basis prohibited by law.  Auxiliary aids and services are available upon request to individuals with 

disabilities. TTY 503-772-2332. 

 


