Office Specialist
Description:

Are you a team player who enjoys problem solving and helping others? Access Technologies, Inc. is a dynamic statewide company that is growing, and currently seeking a full time Office Assistant to JOIN OUR TEAM.

Our Office Specialist Position is more than customer service and data entry. This position is literally the face of our company. They’re the first person you meet when you walk into the office! The Office Assistant should be a highly organized individual who has the ability to effectively prioritize tasks to meet deadlines. 

We have a great product -- we provide independence to Oregonians, throughout their home, work, school and recreational activities.  But what makes a company so great is the culture, high moral, and the endless hunger to help more individuals. Is this you?
About Our Company:
Access Technologies, Inc. is a non-profit organization whose mission is to assure that persons with disabilities in Oregon will be able to secure and effectively use assistive technologies. 
Access Technologies, Inc., provides information concerning the functions of, access to, availability of, and funding for assistive technologies, which may allow individuals with disabilities the opportunity to more fully participate in society. Such activities are designed to impact immediate personal opportunities and larger provider, funding, and advocacy systems which will expand such opportunities in the future.

ATI provides such services under grants, contracts and other funding. 

About the Position:

Our Office Specialist performs a variety of general office, storefront and support services that require initiative, independent judgment, comfort with technologies, and an understanding of disabilities, to ensure customers and client services receive quality services. 

· Receives public, visitors and telephone calls; ascertains nature of business and personally handles those requesting routine information, appointments and tasks; directs to staff or takes messages as appropriate. Responds to request by supplying information, mailing out materials, or referring to proper person.

· Perform duties necessary to Open and Close Front Office
· Assist in filing, making photocopies, sending faxes, shredding documents
· Maintain general office tidiness (clean windows/sills/frames)

· Assist with Storefront product (dust/organize/stage products), maintain adequate stock on floor
· Maintain Demonstration Lab tidiness
· Schedule meetings and trainings for Specialists
· Prep/assemble and ready client equipment for delivery and installation

· Assist with monthly Tech It Easy newsletter

· Receive deliveries

· Update Program and Company marketing material

· Perform data entry

· Clean/sanitize Device Loan Library Equipment

Knowledge, Skills and Abilities (KSA):
· General knowledge of proper grammar, punctuation, spelling, capitalization, and sentence structure.

· General knowledge of arithmetic (addition, subtraction, multiplication, fractions, decimals, and division).

· Skill in performing a variety of clerical functions at a technical or secretarial support level in an office.

· Skill in communicating orally and in writing with a variety of people answering questions and gathering and exchanging information.

· Skill in organizing work efficiently and exercising independent judgment in making appropriate decisions concerning work methods.

· Skill in applying specific, well defined rules, regulations, policies, and procedures to work performed.

· Skill in typing.

· Skill in operating typical office equipment such as calculator, photocopier, merchant machine, etc.

· Ability to learn and work within specific agency operations, policies and procedures affecting assigned work.

· Ability to review technical forms or information for compliance with established criteria.

· Ability to gather and organize information or data and prepare reports. 
Ability to maintain confidentiality of agency records.

· Skill in operating a computer to enter, update, correct, and retrieve information.

NOTE: The KNOWLEDGE and SKILLS are required for initial consideration. ABILITIES may be required for initial consideration, at any time during the selection process, or during a trial service period as a final stage of the selection process.

No attempt is made to describe every KSA required for this position. 
Qualifications:
The successful candidate enjoys working as a member of a team, as well as independently; is customer oriented with customer service skills; has excellent written and oral communication skills; has experience with recordkeeping systems; is familiar with computers and various types of current office software; has experience working with persons with varying degrees of ability; Bilingual: English and Spanish helpful; and has the ability to lift, twist, bend, stoop, and kneel, repetitively.
Some of Our Benefits:
Access Technologies, Inc. believes it’s important to take care of good employees. Our benefits include paid health insurance, twelve Paid Holidays, paid Earned Time Off and a Company paid retirement plan.

