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- &2 Program Lead

- 22X9 411 Hackensack Avenue, Hackensack, NJ 07601

- 22AI2F ¢ 40 hours/week

- =20 $35,360 / Yaer [F 40AI2t, 52 Z2RIIE, FIt 22A AN2HY $25.5 XIZ2]

Job Summary:

» Provide administrative support to the Executive and Directors including but not
limited to, calendar maintenance, office organization, etc.

* Provide support to Human Resources department

« Administration of company’s IT equipment and email accounts

* Receive, sort, and be responsible for incoming and outgoing mail/packages

« Perform various administrative functions including but not limited to copying, filing,
planning various company events

» Coordinate travel arrangements when needed

« Additional administrative duties as assigned

Knowledge, Skills, and Abilities:

* Proficiency in Microsoft Office (Word, Excel, Power Point, Outlook)
* Excellent written and verbal communication skills

« Ability to prioritize and manage multiple projects simultaneously



Language Proficiency (Bilingual Proficiency):
* English: Proficient written and verbal communication skills
+ Korean: Intermediate written and verbal communication skills
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