Administrative Specialist
BCL of Texas Job Description
Reports to: Director of Corporate Strategies, Director of Homeownership, Director of Lending
Salary: Starting at $11 per hour, Part Time 
Benefits: Sick Leave, Comp Time.  
Position Summary: 
This is a Highly-responsible position that provides analysis and programmatic support to the all of BCL’s programs, with emphasis on human resources, loan servicing, and customer service support.  The Administrative Specialist will perform a variety of substantive, programmatic, and logistical function guidance to staff, interns, service providers, and volunteers to achieve these ends.  

Primary Tasks: 

· Direct visitors and calls courteously to the services they need, exercise discretion and judgment in relaying messages and with callers that may be urgent

· Devise and implement creative solutions to both routine and complex tasks, responsibilities and projects
· Booking customers for and appointments with service staff

· Administrative support related to the various program functions as needed (ie.- data entry, scanning, setting up files, etc.)

· Aid in the efficient flow of the client intake process

· Manages the reception area to ensure effective telephone communications both internally and externally to maintain professional image

· Participates as needed in special projects

· Coordinate calendars, printing materials/handouts, PowerPoint presentations, and other items as needs

· Coordinate all internal mailing and maintain corporate UPS/FedEx accounts

· Control routine maintenance records on office equipment and vehicles and route requests to appropriate staff member

· Update vendor list regularly with assistance by Business Services 

· Complete office supply purchasing and distribution

· Provide superior customer service, and quick, courteous responses to requests for assistance and information from both internal and external customers
· Receive, refer and/or respond to e-mail, fax, phone call, and voice mail messages that are often of a confidential or sensitive nature

· Assist in preparing written correspondence and reports for all programs

· Maintain hard copy and electronic files for all programs to ensure information is readily available and usable
· Other tasks as required
Specialized Human Resource Duties:

· Assist with delivery of staff leave benefits

· Provide support to team members and managers on employee relations issues

· Assist in the development of organization-wide HR policies and procedures

· Interpret company policies and procedures 
· Research human resource and personnel topics as they arise 
· Stays current on trends in employment and other laws that affect BCL 
· Provide support regarding performance issues, complaints, etc.
· Maintain all new hires, terminations, status changes, etc. in HR database system 

· Participates in developing human resource goals, objectives, and systems

· Recommends new approaches to HR programs that are effective and consistent with corporate objectives and industry trends
· Prepares employee communications regarding benefits, or company policies
· Develops and implements the human resource documents

· Maintains current knowledge of applicable state, federal and local employment law and regulations.

Specialized Business/Housing Counseling Duties:

· Assists with customer processing workflow.

· Communicates with staff regarding collecting all necessary customer information and other related information.

· May perform customer service activities including researching discrepancies and resolving issues.  

· Interacts regularly with lenders, title companies, legal department, commercial appraisal services and commercial banking offices.

· Sets up and maintains hardcopy and electronic files and implement the proper procedures and internal controls necessary to maintain the efficient organization of loan files

· Prepares and sends letters or emails to customers requesting information.

· Post data to various records and forms, makes and maintains charts, gathers data from various sources and prepares reports, answers and file correspondence and performs similar duties related to lending

· Orders and reviews items as necessary.

Qualifications: 
· Bachelor’s degree preferred (but not required)
· Must be fluent in Spanish (write, speak, and read)
· 3 to 5 years of related administrative experience required

· Experience handling highly sensitive and confidential business matters and information required

· Prior work experience supporting middle to senior management preferred

· Must possess the ability to work independently and as a member of a team

· Excellent written and verbal communications skills are essential for communication with internal staff, organizational partners, and customers

· Strong interpersonal/customer service skills 

· Must have the ability to plan, organize and prioritize responsibilities in order to successfully meet critical deadlines

· Proficiency in MS Office Suite software, with strong Microsoft Excel & Access skills.

· Ability to extract data and run reports from databases.

· Detail-oriented and ability to work with minimum supervision.

· Ability to design and maintain effective record keeping systems.

· Strong interpersonal/customer service skills 

All of the following are REQUIRED and MUST be emailed: 
· Resume including salary history and requirements
· Professional reference list with contact information 
· Cover Letter (a letter that explains) 
· Your interest in working for BCL 
· The experiences you have had that you think are most relevant to this position
