Temporary Part-Time Position (3 Days/Week): Administrative Assistant
Location: Bigfork Valley Villa
Schedule: Monday, Tuesday, Thursday
Hours: 8:00 AM – 4:30 PM
Position Type: Temporary / Part-Time
Wage: $19.97 - $28.36 per hour
Position Overview
We are seeking a dependable individual to provide temporary coverage in a part-time role. This position focuses on maintaining essential daily operations, assisting residents with housing inquires, needs, and supporting staff and with basic duties during a short-term staffing need.
Key Responsibilities (Minimal Duties)
1. Assisting residents with housing needs (inquires, requests, payments, etc)
1. Provide general support to staff and department operations
1. Answer phone calls and assist, direct inquiries as needed
1. Perform basic clerical tasks (filing, data entry, audits, organizing documents)
1. Monitor and maintain work areas for efficiency and organization
1. Assist with scheduling or coordination as directed
1. Complete other simple tasks as assigned
Qualifications
1. Reliable and punctual
1. Ability to use Microsoft applications (Teams, Outlook, word, excel, etc)
1. Strong computer and communication skills
1. Ability to work independently with minimal supervision
1. Strong organizational skills and attention to detail
 
Additional Information
1. Training will be provided
1. This is a temporary role intended to fill short-term staffing needs
1. Light workload with clearly defined expectations

