
Administrative Assistant (Delray Beach) 
 

PART TIME - Administrative Assistant for the Tina Posner Career Center of Excellence at 
Wayside House, Inc. (Delray Beach, FL) 
 
Wayside House is a 31-bed residential treatment facility for women ages 18 and older who suffer 
from alcohol and/or drug addiction. Our treatment program is based on the 12-step model, 
individualized for each woman.  
 
We are seeking an experienced, energetic, self-directed individual serve as an administrative 
assistant for the career center of our residential program. The administrative assistant will be 
responsible for providing administrative support to ensure the efficient operation of the 
organization. Hours could vary with some evening hours. 
 
Essential duties include: 
-Greet & direct visitors and clients 
-Answer & direct calls with professional etiquette 
-Take and relay messages 
-Schedule appointments with outside resources for clients  
-Assist clients with the creation of resumes 
-Process donations 
-Maintain database 
-Assist with the coordination of volunteers 
-Attend staff meetings & records notes 
-Perform other duties as assigned 
 
Qualifications:  
-Excellent skills using general office equipment such as computer, multi-line telephone system, 
and multipurpose copy machine (all-in-one copier, fax, e-mail, scanner) 
-Excellent communication skills, both verbal and written 
-Excellent interpersonal skills and a collaborative work ethic 
-Professional attitude 
-Detail oriented 
-Pleasant telephone voice with the ability to empathize and communicate clearly on the phone 
-A demonstrated commitment to high professional ethical standards and a diverse workplace 
-A demonstrated commitment to the mission of the organizations 
-A demonstrated ability to adapt to new software 
-Ability to work on team of professionals 
-Ability to perform other tasks, as assigned 
-Intermediate computer skills with Microsoft Office Computer Programs (excel, word, outlook, 
Power Point, etc.) 
-Dependable 



-High School diploma or GED and 1 year of clerical or office experience, or an equivalent 
combination of vocational/college training and experience 
 
Preferred Qualifications: 
All of the above and: 
-CRM experience 
-2+ years work experience performing general office tasks 
-1+ years working with non-profit sector 
-Associate's degree in office technology, human services or other related field 
-Extensive knowledge of substance abuse treatment and levels of care and placement 
-Proficiency in Microsoft Office Computer Programs (excel, word, outlook, Power Point, etc.) 
 
Please email a cover letter with salary requirements along with resume. Responses without a 
cover letter and salary requirements will not be reviewed. 
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