
 
 
 
 
 
 
 
The Community Foundation for Muskegon County is seeking an Information Assistant to join the team. This person is 
often a donor or guest’s first point of contact for the Foundation and the Frauenthal Center, so service orientation and 
friendly professionalism are key qualities. As an information assistant that provides support to all departments, strong 
attention to detail and organizational skills are critical, as are proficient computer skills in Microsoft Office products and an 
ability to learn our database. This person must have good communication and interpersonal skills and a can-do attitude 
while performing fundamental tasks to help the office run smoothly. Diversity, equity and inclusion are important values of 
the Foundation. We are striving for a diverse workforce, made up of staff that represents the community we serve. 
 
Position Title:  Information Assistant 
Department:  Supports all departments 

Reports To:  Director of Administration 
 
This is a full-time position. 
 

Principal Duties and Responsibilities: 
 
Reception: 

 Create a welcoming and helpful environment for guests, listening and directing them to the appropriate 
person/place and attending to their needs (coats, seating, coffee, etc.) 

 Answer, screen, and forward incoming phone calls 

 Provide basic, accurate information in-person and via phone/email 

 Ensure reception area is tidy and presentable, with all necessary stationery and material and coffee supplies 

 
Administrative Support: 

 Process incoming and outgoing mail, including maintaining a daily check log 

 Assist Development team with preparing fund agreements, correspondence, presentation materials, etc. 

 Develop comfortable relationships with donors and working knowledge of funds  

 Provide administrative support such as scheduling, meeting arrangements (including setup and cleanup), 
mailings, filing, copying, packet assembly, etc. 

 Order office and kitchen supplies; keep inventory, ensuring storage areas are orderly 

 Operate and coordinate maintenance of standard office equipment such as copier/printer/scanners, fax machine, 
postage machine, multi-line phone system, etc. 

 
Database / Information Management: 

 Post information to records, logs, spreadsheets, or custom database applications in accordance with specific 
directions; check/verify data and data entry to ensure accuracy  

 Become proficient in running reports and extracting information from database  

 Serve as backup to the Database Administrator 

 Undertake other duties as assigned 
  

Knowledge, Skills, and Abilities: 

 Warm personality 

 Driven to provide excellent service to diverse callers, visitors, and colleagues 

 Excellent listening, verbal, and written communication skills; able to proofread and edit correspondence and other 
documents for punctuation, spelling, grammar, and data entry errors  

 Strong computer skills; experience with Microsoft Office suite preferred, as well as ability to become proficient 
with Foundation database 

 Organized, with strong attention to detail, good follow-through skills, and ability to prioritize 

 Ability to work on own initiative and as a team player 

 Love of community and a curiosity about the work 

 

To apply, send cover letter and resume to Rick Cornell, rcornell@cffmc.org by June 4, 2018. 
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