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JOB TITLE: Staff Assistant 

GENERAL SUMMARY : 

The Family Van is a not for profit, non-traditional, mobile health care program designed to 
increase healthy life behaviors and improve access to health care. Our mission is educate, 
counsel and screen men, women and youth about their health. As a vehicle-based outreach 
program, The Family Van brings free, culturally and linguistically sensitive health education, 
medical screenings, and innovative special programs directly to men, women and youth living in 
Boston neighborhoods with the poorest health outcomes. 

Position Summary 
Performs a variety of complex administrative/support duties to coordinate the activities and 
procedures of The Family Van. Works independently with minimal supervision. Updates 
supervisor on status of projects. May oversee work of support staff, students, and temps. 

Typical Duties 

1. Organizes and implements administrative systems and procedures performing necessary 
support duties. 

2. Administers grants so that each funder can be shown how their contribution impacted the 
program.  Keeps all funding files current by recording all contacts and following up with 
required reporting documentation 

3. Gathers and maintains data for and assists in preparing reports, often using a variety of 
computer software. 

4. Prepares and maintains program's records (such as financial, personnel, administrative, 
student) reviews complex documents, reports, etc., to assure compliance with University 
requirements and/or government regulations, and notifies supervisor of unusual 
situations. 

5. Acts as liaison with related programs or projects at other universities or with government 
agencies, keeping the supervisor informed of relevant information. 

6. Provides for smooth day-to-day flow of communications within the program. 

7. May compose, proofread, edit and prepare correspondence, reports and other materials 
using word processing, spreadsheets and/or databases. 
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8. May arrange for use of facilities and advise availability of services within and outside the 
University for gatherings such as conferences and seminars. 

9. May assist in training, scheduling and distributing work of other staff members, students, 
casuals and temporary workers. 

10. May interview applicants for office positions in consultation with supervisor. 

11. Contributes to program goals by accomplishing related duties as required. 

 
Typical Requirements 
Education: College degree preferred, or an equivalent of education plus experience in an office 
environment.  

Skills and Experience: Minimum of three years related experience with proven office 
administration and customer service skills required. Solid working knowledge of office processes 
and business policy development, and of related computer software and electronic 
communications tools. Proven interpersonal skills with experience providing complex 
administrative support in a high-profile environment with tact and diplomacy. Experience 
managing to a budget and with multiple deadlines required. Ability to work across teams and 
with a variety of projects and constituencies.  

 
Apply on Line :   http://employment.harvard.edu/careers/ 

Requistion # :     28885 

Expected Start Date:   January 2006 


