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The Staten island Community Partnership is looking for a dedicated Administrative
Assistant / Community ambassador to join our team. The role of the Administrative

Assistant/ Community ambassador is someone who has a passion for the community and
is willing to engage with community members and other organizations all applicants must

be able to pass a background check, and physical exam

We are currently hiring for the
following position:

AdministrativeAssistant [ Community Ambassador

Preferred Experience:

Bachelors degree (Preferred)

High School diploma or GED with experience also accepted

Bilingual English/Spanish strongly preferred

Has experience with being an Admin

EXPERT in Microsoft Office {which also include, excel, word, and Publisher}
Must be an excellent communicator and have good interpersonal skills.
Must be a good writer and have demonstrated ability to complete tasks in a timely manner.
Ability to follow guidance and plan

Comfortable and adaptable to changes

Take initiative and a team-player

Strength-Focus and Engaging

Experience with cross-agency collaboration

Skills to manage own and team self-care to prevent burnout

Positive attitude

Data entry

Professional writing

Be able to lift 50-75 Ibs

This is a Full time salaried position starting at 42, 000 a year

Email Your Resume To:

sicppinfo@nyfoundling.org





