Berkeley County Meals on Wheels

Job Description: Administration Assistant

Job Description:
Meals On Wheels provides nutritious low-cost meals to seniors and disabled individuals in Berkeley County. The Administrative Assistant is responsible for supporting the work of the Program Manager and completing all tasks as assigned.

Key Responsibilities:

1. Answer and manage incoming phone calls
2. Complete billing (Quickbooks); send/call past due reminders
3. Deposit Payments/ Process daily mail
4. Process New referrals
5. Manage Snow Kits; donations/assembly and distribution
6. Write correspondence 
7. Assist with fundraisers and Farm to Table responsibilities 
8. Seek potential food donations/resources and grant opportunities
9. Assist with public presentations to community
10. Assist with daily operations assigned by Program Manager 

Required Qualifications:

1. High school diploma 
2. Strong Communication Skills
3. Strong math, accounting, and record keeping skills.
4. Proficient in the use of Excel and Quickbooks.
5. Commitment to the mission of serving seniors and strengthening the community.

