Good ﬁ(‘“\g Beginnings Alliance

Ewery Keiki Dieserves A Good Beginning

Volunteer Opportunity

General Office Assistant

Duties Include:
® Answering phones
¢ Sending mail
e Filing
e Updating documents

Required Experience:
® Answering and transferring phone calls
Friendly and professional phone demeanor
Attention to detail
Photocopying
Ability to take instruction
PC computer experience
Organized
Various duties as assigned

Preferred Experience:
e None
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