FENWAY COMMUNITY HEALTH 

POSITION DESCRIPTION


PROGRAM ASSISTANT, LGBT NATIONAL TOBACCO NETWORK
(20 hours per week at 16K)


The Program Assistant provides administrative support to the LGBT National Tobacco Network.
Typical duties include: providing support for maintaining all written and computerized network correspondence; maintaining contact information on all network participants; communicating with, and collecting data from, network participants; and generating communication pieces, such as the e-newsletter.
Additional duties include: performing network web updates; assisting in maintaining an inventory and ordering supplies; preparing minutes of various meetings; performing data entry; answering the telephone and directing calls appropriately; and filing, faxing and photocopying materials.
Requirements: minimum of high school graduate or equivalent (BA preferred); two years of office experience required; database management and web design experience highly desirable. Experience with all MS Office software strongly preferred. The ability to handle multiple tasks and prioritize assigned duties is necessary, as are excellent communication skills and the ability to work independently. 
Experience working with an ethnically, culturally and racially diverse staff preferred; ability to work harmoniously with diverse groups of individuals required.
Fenway Community Health -- An Equal Opportunity Employer
The philosophy and intent of equal employment opportunity is to provide all individuals the assurance that all employment-related decisions will be made on the basis of legitimate, work-related criteria, with no regard to factors such as race, color, religion, gender, national origin, sexual orientation or identification, age, marital status, disability or veteran status. 

Fenway Community Health believes in and supports this philosophy and will make affirmative efforts to attain the goal of hiring and retaining the variety of minority, female, gay, lesbian, bisexual and transgender, Vietnam-era veterans and disabled persons which exist in the community. Fenway complies fully with all federal, state and local laws relating to equal employment opportunity and affirmative action. 

Fenway Community Health considers applicants for all positions without regard to the presence of a non-job-related medical condition or handicap. Fenway does not discriminate against persons with disabilities and will make accommodation to known physical or mental limitations of otherwise qualified applicants or employees with disabilities.

Benefits
Fenway has competitive salaries and an excellent benefit package, which includes health and dental insurance, life and disability insurance, a retirement plan and generous vacation, sick and holiday time. People of all sexual orientations and gender identity, people of color and people with disabilities are encouraged to apply.

How to Apply 

E-Mail:  Send a cover letter and resume by electronic mail to Jerry Green.  Be sure to indicate the appropriate position(s) in all your correspondence. If you are sending files as attachments to your e-mail, please be sure the attached files are written in Microsoft Word or are in PDF format.  We do not accept compressed files of any type (e.g., Zip, Stuff It). 

Fax:  You may fax a cover letter and resume to 617-859-1250. 

U.S. Mail: 
Fenway Community Health
7 Haviland Street
Boston, MA 02115
Attn: Jerry Green, Human Resources Director 
