“The No Tobacco Now (“NOT”) Project“ This project is funded through a grant through the State of California to reduce tobacco use, encourage smoke free housing, tobacco cessation for the youth, long term tobacco use control, education, advocate for tobacco free policies, control of commercial tobacco influences and intervention.
Office Assistant. Part-time (20 hour per week). Work location is the Tribal Office in Oroville.
Starting at $15/hour with 3% COLA for FY 21 - 25
Description:
Under the supervision of the Project Director, the Office Assistant assists with preparation, review and submission of program budgets, and procurement of program services and supplies. Office Assistant facilitates contract development and invoice processing. Office Assistant attends California Tobacco Control Program (CTCP) fiscal and Online Tobacco Information System (OTIS) trainings. Office Assistant oversees office administration by answering phones, coordinating and setting up meetings, and provides document support for staff and assists with coalition support.
Responsibilities:
· Including, but not limited to: General office administration including answering phones, assisting visitors, maintaining filing system and data entry
· Scanning, saving and tracking documents
· Prepare/process documents with close attention to detail
· Assist staff members with overflow work
· Maintain an organized and tidy desk/office
· Consistently maintain a positive and proactive attitude
· Ability to understand and perform tasks and complete projects with minimal supervision
Qualifications:
· Maintain satisfactory punctuality and attendance
· Possess excellent written and verbal communication
· Highly organized and detail oriented
· Experience with MS Word and Outlook
· Strong Excel skills required
· QuickBooks experience a plus, but not required
· Payroll knowledge preferred, but not required
· Ability to work independently and efficiently
· Ability to multi-task
· Desire to take personal responsibility to complete tasks and problem solve
· Ability to take direction and ask questions
· Be a reliable and dedicated team member


Physical Requirements and Working Conditions:
· The physical demands and working conditions described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
· While performing the duties of this job, the employee is frequently required to sit, stand, walk and talk or hear.
· The employee is occasionally required to use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms.
· The employee must occasionally lift and/or move up to 20 pounds.
· Specific vision abilities required by this job include close vision and the ability to adjust focus.
· Work is performed both in an office and community setting.
· Requires the use of a personal vehicle for occasional local travel.
· The noise level in the work environment is usually moderately quiet.
Indian Preference and Enterprise Rancheria Tribal Member preference applies. 
2133 Monte Vista Ave, Oroville, CA 95966
