	
	
	
	

	
	
	Position: ADMINISTRATIVE ASSISTANT
Applications accepted from: All Persons
Workdays & Hours: 
FLSA: 

1 Care Premier Services is revolutionizing foster and adoptive families, and caregivers of persons with intellectual disabilities are receiving services and support. As a result of our efforts, 1 Care envisions families who foster and/or adopt children, as well as care for people with intellectual disabilities to do so confidently equipped with the support and education they need.  1 Care’s vision makes us the forerunner of navigating home and community-based services, made possible by our unique model, which intentionally and extensively focuses on providing comprehensive and continual support to families through ongoing education, and access to applicable resources and engagement, no matter their position in their journey of care., 1 Care Premier is seeking a qualified Administrative Assistant to join our team.


	

	
	
	
	
	


	
	DESCRIPTION OF DUTIES/ESSENTIAL FUNCTIONS

The Administrative Assistant will play a critical role in ensuring the smooth day-to-day operations of the program by providing clerical, compliance, and administrative support to case managers and leadership staff. The ideal candidate is compassionate, dependable, and able to manage confidential information with professionalism.
· Answer the telephones in a professional manner and are responsible for switching phones from day to night.

· Responsible for changing the on-call rotation list and updating the on-call binder as well as maintaining employee phone list.

· Process all mail outs in a timely manner and ensure that there is always adequate postage in the postage meter.

· Create binders for new foster children placed in agency homes within 24 hours of placement.
· Will update census with Management Team via e-mail or by phone every Friday at 10 AM and maintains weekly census, foster parent list, and the caseworker list will be updated every Friday by 2 PM.  Distribute the census to appropriate staff, ensuring that the on-call staff has an updated copy.
· Review Foster Care/Staff reimbursement and timesheets to ensure accuracy, prior to submitting to Program Director for final approval.
· Always Maintain a minimum of 10 new Intake Packets. Will maintain 10 Foster parents’ binders at time of verification and 10 Client binders at time of intakes. They must have indexes and dividers placed in all the binders.
· Discharge files will be broken down within 2 weeks after the client or foster parent has left the program. Responsible for updating the data system that tracks all discharge files on clients and foster parents.
· Responsible for overseeing the organization and cleanliness of the entire office space and the office is free from hazards (pick up trash and clutter, maintain a list of responsibilities for the employees and report any problems with the staff not fulfilling their responsibilities).
· Ensure office equipment is in working order including computer and phone system as well as ensuring office has sufficient supplies to be fully operational. Complete supply list with Program Administrator approval by the 3rd of every month.
· Will present the new hire orientations and make sure that all the required documents are collected and processed properly for personnel file and payroll. Maintains personnel files and track training hours for each employee.
· Help with preparation for meetings. “Keeper” of reserving the conference room.
· Will ensure an Emergency Plan is done on each client in the program. Will make copies to place in the Emergency Plan binder, client files, and On-call binder.
· Will participate in weekly staff meetings as directed by the Program Administrator.
· Screen advertisement calls for the Foster Home Developer, document each call, and submit to the Foster Home Developer the form that documents the call.
· Will oversee visitors; let Program Administrator know of any concerns.
· All other tasks and duties assigned by Program Administrator will be completed in a timely manner.



	
	WORKING CONDITIONS      

Office-based position with occasional interaction with foster families and community partners

May require flexibility to assist with after-hours documentation or urgent administrative needs
PHYSICAL REQUIREMENTS: 
Ability to lift approximately fifteen pounds; stooping, climbing, and bending is required. 



	
	EDUCATIONAL REQUIREMENTS  

High school diploma or GED required; Associate degree preferred


	
	EXPERIENCE REQUIREMENTS 

One Year of administrative or clerical experience
 

	
	LICENSE REQUIREMENTS  

Must Have a Current Driver's License

	
	PREFERENCES 

Experience working with confidential child welfare records

Knowledge of state foster care or licensing requirements
Strong written and verbal communication skills

Ability to multitask in a fast-paced environment

Professional demeanor when interacting with families and community partners

Experience with electronic case management systems

Adapts well to changes; Demonstrated success working with diverse clientele.

	
	SELECTION PROCESS 
The selection process will involve application review and/or interview.  
Documentation proving eligibility to work in the USA

	
	SAFETY IMPACT POSITION  

YES - This position may be subject to random drug testing candidate must pass a drug test. 



	
	SALARY INFORMATION


Factors used in determining the salary offered include the candidate’s qualifications as well as the pay rates of other employees in this classification.  

	
	EEO Equal Employment Opportunity
The City of Houston is committed to recruiting and retaining a diverse workforce and providing a work environment that is free from discrimination and harassment based upon any legally protected status or protected characteristic, including but not limited to an individual's sex, race, color, ethnicity, national origin, age, religion, disability, sexual orientation, genetic information, veteran status, gender identity, or pregnancy. 

	
	

	

	 Supplemental Questions



Which best describes your education??

· High School Diploma/GED

· Associate's degree

· Bachelor's degree

· Master's Degree or higher

How many years of professional administrative experience do you have?

· Less than 1 year

· At least 2 years

· 3 or more years

· No experience

Briefly describe how you organize/prioritize tasks to ensure they are completed on time. (Text Question) (See resume, will delay your application) If No experience insert N/A

Do you have experience overseeing office organization and supply inventory? (Yes/No)

Share your experience of presenting new hire orientation materials?  Text Question) (See resume, will delay your application) If No experience insert N/A

Please indicate your level of proficiency in Microsoft Office products (Word, Access, Excel, PowerPoint, Outlook).
· Advanced

· Intermediate

· Beginner

Do you have experience managing multi-line phone systems? ((Text Question) (See resume, will delay your application) If No experience insert N/A

At Care Premier, we are committed to protecting children, strengthening families, and achieving permanency through compassionate, ethical, and accountable service delivery. Our Foster Care Case Managers play a critical role in ensuring every child is safe, supported, and provided the opportunity to thrive in a stable and nurturing environment.

If you are passionate about child welfare and dedicated to making a lasting impact, we encourage you to apply.
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