
Rogue Valley Habitat for Humanity 

POSITION:               Office Assistant 
  
REPORTS TO:         Executive Director 
  
STATUS:                    Full-Time (40 hrs), Exempt (some weekends may be required)  
 

Summary/Objective 

This is a client facing position requiring excellent communication and customer service skills. 

Assistant within the administrative offices, working together in a professional manner to achieve the 

goals set for Rogue Valley Habitat for Humanity. Duties to include basic office functions, working with 

partner families, volunteers, special events, and construction projects. 

Essential Functions 

 Coordination of the clerical duties including daily office procedures: answering phones, inquiries 
from walk-in traffic, filing, thank you notes, letter writing, and sorting mail.  

 Share in the responsibility of preparing bank deposits, as needed. 

 Responsible for maintenance of written materials, photocopying, updating material. 

 Responsible for ordering office supplies as needed. 

 Oversee office volunteers and assign tasks such as needed.  

 Help plan, participate in and attend special events, either informational or fundraising. 

 Assist in all affiliate activities including direct mail, church relations and solicitations, sponsorship 
programs, in-kind donations, and the annual giving campaign. 

 Participate in and assist with donor & volunteer recognition programs. 

 Oversee the maintenance of a computerized donor record keeping system and mailing list 
including acknowledgements, data entry, donor profile maintenance, etc. Run reports from 
database as needed. 

 Maintain professional environment in the office. 

 Represent the affiliate as a public relations contact at professional meetings, media events, and 
the like. 

 Coordinate materials required for committee and board meetings.   

 Work with staff and volunteers to organize documentation related to building activities of each 
project.  

 Involvement with the wider community for volunteer recruitment, meeting donors, and attending 
appropriate meetings. 

 Other duties as assigned by the Executive Director and/or Operations Director 

Competencies 

 Outstanding verbal and written communication skills. 
 Detail-oriented with the ability to manage multiple tasks in a fast paced environment. 
 Professional, enthusiastic, mission driven personality. 
 Strong customer service orientation. 
 Proficient in basic computer applications, such as Microsoft Office Suite (Word, Excel, Outlook) 
 Ability to work independently and in team environments. 
 Enjoy working with diverse client base. 
 Ability to handle and defuse challenging situations with tact. 



 Maintains confidentiality of information. 
 Willingness to learn and take on additional responsibilities with appropriate training and 

supervision. 
 Engaged, Supportive and Flexible team player.  

Physical Demands 

While performing the duties of this job, the employee is regularly required to use hands, reach with 
hands/arms, listen and communicate. The employee must be capable to lift and/or move 30+ pounds 
on a necessary basis, occasionally required to stand and walk for long extended periods of time, 
climb or balance and stoop, kneel, crouch or crawl. 

Benefits 

 Annual Salary of $35,000 per year. Pay period is twice monthly. 
 Paid Time Off (PTO) and Holiday Pay 
 Generous Retirement Contribution Package with 4% employer match 

 Generous health care package including dental, vision and prescription coverage. (100% paid 
for full time staff after 60 day wait period) 
 
 

Education, Experience and Attributes 

 High School Diploma 
 Minimum two years of previous related experience. 
 Ability to read, analyze, and interpret general business information. 
 Ability to speak and write English fluently. Bilingual preferred.  
 Understands how to separate and combine tasks into efficient work flow. 

Note: This job description is intended as a guideline only and does not limit in any way the duties or responsibilities of 
any employee. Nothing herein shall be construed as a contract of employment, expressed or implied. All employment is 
terminable at will, with or without cause. 

Office Location: 2201 S. Pacific Hwy   Medford, OR 97501 

 

mailto:info@roguevalleyhabitat.org

