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4Cs Now Hiring: Administrative Assistant 
 

Are you inspired by the mission of 4Cs?   
Want to make a powerful difference in the community?  

 
The Community Child Care Council is looking for an outstanding individual to join our team!   

The Administrative Assistant will perform clerical duties related to the daily operations of the office. Eligible 

candidates must be highly organized and detail oriented with strong interpersonal and customer service skills. 
This is a part-time, 20 hours per week position. 

 
Primary Duties and Responsibilities: 

 

 Provide support to the front desk 

 Maintain inventory of forms and supplies for the office 

 Perform document storage data entry 

 Provide clerical support, including various filing and typing projects 

 Oversee inventory and assist with installation of office equipment  

 Process off-site storage box request 

 Assist with the preparation of invoice payments 

 Perform monthly meter reading data entry and reporting  

 Provide excellent customer service by having a friendly and approachable tone of voice and body language 

and maintaining positive interactions with others 
 Ensure operation of equipment by completing preventive maintenance requirements, calling for repairs, and 

evaluating new equipment and techniques 

 Maintain supplies inventory by checking stock to determine inventory level, anticipating needed supplies, 

placing and expediting orders for supplies, and verifying receipt of supplies 

 

Skills and Qualifications: 
 

 Administrative and/or receptionist experience desired 

 Effective verbal and written communication skills in English and Spanish ability to work with persons 

from various social, cultural, economic, and educational backgrounds 

 Demonstrated proficiency with computer technology, Microsoft Office programs, e-mail, internet, data 

entry, and operating office equipment 

 Ability to work independently and as a member of a team 

 Strong organizational skills with a high level of attention to detail 

 Ability to work in fast-paced environment and deliver excellent customer service to all staff 

 

 
To apply, please submit a cover letter and resume to 4Cs Human Resources Department via 

email: employment@sonoma4cs.org 
 
 
 

Pay rate: $17.75 per hour 
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