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	JOB DESCRIPTION 
 	
Title: Lancaster Program Assistant

Reports to:  Lancaster Executive Director

Part-Time: 20 hours per week; ideally Monday-Thursday, 9:00 – 2:30 (with 30-minute lunch break).  This is an in-person position in the Lancaster office.  

Qualifications/Knowledge/Skills: 
1. Attention to detail for data entry in two databases
2. Ability to organize work and accomplish tasks proficiently 
3. Working knowledge of databases and ability to learn new software quickly
4. Strong Microsoft Office skills 
5. Ability to communicate clearly with good interpersonal skills
6. Three or more years of experience
7. Project Management experience or willing to learn
8. [bookmark: _Int_2rCPnkqG]Able to facilitate a healthy, friendly atmosphere and sense of teamwork among all staff. 
9. An understanding of and commitment to the vision of Bridge of Hope National:  engaging Christian faith communities in ending family homelessness through neighboring relationships that demonstrate Christ’s love.

Position Summary:  To provide program assistance, specific to administrative support, including entering outcome data for families in database, responding to inquiries requesting for help from families facing homelessness, managing clearances and process for volunteers, coordinating all aspects of the office, project management and managing Neighboring Gathering launch and event details.  

Responsibilities:
Program Support with Neighboring Volunteers and Families (7 hr/wk)
· Screen incoming requests for help from families facing homelessness
· Assist with online housing searches and applications, with case-managers
· Assist in planning Neighborhood launches and gatherings, including securing venue and organizing food donations
· Provide scheduling support for the Lancaster Executive Director, including scheduling Neighboring Volunteer groups for training and meetings
· Provide technical support for Neighboring Volunteers to complete their online training 

	2. Program Outcomes Tracker and NXT Data Support (5 hr/wk)
· Input information, like Neighboring Volunteer Information, exit surveys, uploading clearances
· Follow through to assure all Neighboring Volunteer and other volunteers have appropriate clearances completed and submitted.
· Send out forms, like Family Information Form, closure forms, alumni surveys
· Add Neighboring Volunteers, churches and mailing list sign up names to the NXT database with correct codes.
· Add Neighboring Volunteer and Neighboring Family future volunteer interests to NXT from exiting surveys. 

3. Provide administrative support and scheduling for Lancaster Executive Director (4 hr/wk)
· Support Church Engagement work with and in NXT, including setting up lists for their reports.
· Assure KPI slides are updated monthly and tracking Lancaster staff KPI meetings.
· Provide project management work, in Microsoft Planner, for the Lancaster Executive Director
· Do in-kind receipting for non-cash donations as requested and in consultaton with the Office Administrator in National office.

4. General administrative support (3 hr/wk)
· Answer phones and direct calls, as necessary.
· Scan documents as needed. 
· Serve as host to visitors coming into the office.
· Send eblasts and assist with reporting for AFE (Aiming for Excellence) data needed annually and on community board giving.
· Manage general office flow, relationship with building receptionist, booking of conference rooms, ordering supplies, etc. 
· Monitor mail daily and ensure checks are sent to Malvern office in timely manner.

	5. Other (1 hr/wk) 
· Coordinate work and communication with the Malvern office.
Coordinate and carry out other work and projects as requested by the Lancaster Executive Director and Program Director.
Attend various staff meetings twice a month, typically on Zoom
· Work with the year-at-a-glance document for this position, referring to it at least monthly and adding to it as necessary 

Physical Demands and Work Environment: 
· Uses desktop computer with keyboard (>80% of the time) 
· Occasionally lifts, carries, or otherwise moves and positions objects weighing up to 25 pounds 

I have read and I understand the responsibilities and requirements of this position for which I have been employed by Bridge of Hope.

Employee Signature: __________________________
Date: ______________________________________	

6/6/24, updated 2/27/26
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