HOM JOB ANNOUNCEMENT

INCORPORATED
ADMINISTRATIVE ASSISTANT /
RECEPTIONIST

HOM, Inc. is currently seeking an experienced professional for the position of Administrative Assistant/Receptionist.
HOM, Inc. manages Rapid Re-Housing (RRH) and Permanent Supportive Housing (PSH) programs for individuals and
families experiencing homelessness. These programs provide housing assistance to approximately 2,200 households
throughout the Phoenix metropolitan area and surrounding communities in Maricopa County. Primary duties revolve
around reception and administrative tasks. The position requires a pleasant demeanor, ability to handle a large volume
of walk-in traffic concurring with scheduled appointments, ability to work with little to no supervision a majority of the
time, have a team-oriented attitude and the ability to organize and prioritize work assignments. The Administrative
Assistant will provide additional administrative support to program supervisors and managers. The Administrative
Assistant is a non-exempt position with a classification of “Administrative.”

Primary Job Responsibilities

Program Duties
=  Greet all visitors to the office.

= Provide back-up to automated attendant (phone system); retrieve voice mails left on general mailbox and distribute
to correct staff member.

= Opening and closing office responsibilities and duties.

= Assist in the daily program briefings by making photo copies, directing clients to correct location and finalizing intake

packets.

Print, assemble and maintain program briefing packets and keep adequate supplies made up in advance.

Order lunch/meals for all company meetings.

Maintain kitchen duty calendars.

Scan and Email briefing attendance sheet to funder(s).

Initiate birthday cards and treats for staff birthdays.

Maintain community coordinated entry info resource list for handing out to visitors.

Provide clients with low level assistance utilizing company software programs.

Administrative Duties

=  Assist with terminated files in the breakdown and entering data into tracking spreadsheets
Performs filing and copying

Process daily outgoing mail, receive mail and distribute

Protects organization's value by keeping information confidential

Must be proficient in utilizing Microsoft Office including word, excel and outlook

Prepare conference room for daily use and after each use.

Perform a variety of clerical duties and assists Executive Team as necessary

HOM, INC. PROVIDES COMPETITIVE WAGES AND EXCELLENT BENEFITS INCLUDING:

S..M.P.L.E. IRA

Tuition Reimbursement
Employee Incentive Programs
Once monthly chair massages

Paid Time Off Program

Paid Holidays

Medical, dental and vision benefits
Section 125 Cafeteria Plan
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Interested applicants should send a cover letter and resume, including salary history, to employment@hominc.com. The
position will remain open until filled.

3829 North 3" Street Suite 101 Phoenix AZ 85012-2088 (L\
Office: (602) 265-4640 e Toll Free: 1-877-HOMINC1 e Fax: (602) 265-4680 ¢ www.hominc.com

=

EQLAL b
OPPORT

&


http://www.hominc.com/

fuom

\:}0 HOM Competency Model

HOM, Inc., values each and every employee and the jobs they are hired to perform. We take great pride in
stating the “BEST of the BEST” work here. Team members are HOM'’s greatest asset and you make us stand
out as a leader in our “Housing” community. In order to continue excelling as an organization and as a team,
the HOM Competency Model was developed.

The HOM Competency Model is a collection of the “Four E’s”: Ethics, Emotional Intelligence, Excellence, and
Expertise. These skills and attributes together define successful performance for our organization. The model
should guide team members in their actions and behaviors in order to deliver superior performance in their
positions. Itis our vision that employees will aspire to embody these principles as they carry out their functions
at HOM, ensuring the company continues to offer exceptional service to our customers and remains a positive
and nurturing work environment.
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HOM Competency Model

EMOTIONAL INTELLIGENCE

Empathy — HOM staff members make every effort to identify with the experiences and feelings of others.
Empathy and compassion fosters communication and shows we have listened to another’s concerns and
understand their challenges. Relationships are strengthened when there is respect and a feeling that HOM is
striving to meet an individual’s needs. Customers and co-workers respond positively when they feel we have
their best interest at heart.

Impact - People have the power to influence each other positively or negatively on a daily basis. HOM
employees are a consistent positive influence on customers and co-workers. Employees maintain their positive
attitude even in the face of a negative interaction with a customer or co-worker. HOM staff keep all
conversations regarding program participants, landlords, and partners positive and genuine. HOM and its
employees cultivate relationships in the community that make a difference and change lives.

EXPERTISE

Vision — HOM operates in a fast moving business environment that requires decisive action. HOM utilizes its
flexibility to seek out and react to opportunities. Employees seek knowledge and are adaptive to new
opportunities and assignments that help the company maintain its excellence. Adaptive employees provide
value to the company through utilization of their knowledge and various talents for the greatest good of the
employee and company.

Experience — We are well rounded professionals with various life and professional experience. Employees are
developed through a broad range of education, work, volunteer, and personal interests. Each employee brings
unique qualifications, adding value to the entire team and making HOM better. HOM encourages and provide
for employees to obtain advanced learning and professional development.

ETHICS

Honesty — HOM promotes honesty and transparency in all business transactions. HOM manages Federal funds
which require the highest level of integrity. We ensure program participants receive appropriate and accurate
assistance and partners receive an honest accounting of program operations. We keep commitments to our
partners, participants, landlords, and each other. HOM and its employees can be trusted to deliver on their
promises. Therefore, we never provide excuses, rather we quickly and honestly work toward solutions.

Dignity — Each participant in our housing programs brings with them unique talents, interests, and goodness.
Employees ensure that individuals are treated with dignity and valued for their life experience. Treating others
with dignity and respect is part of the foundation of HOM’s commitment to customer service. This treatment
extends to our co-workers, landlords, community partners, and all we serve. We remember and follow the
“Golden Rule”.

EXCELLENCE

Quality - HOM continually works to be the very best in housing individuals and families with special needs.
Employees fulfill their job duties in accordance with the company’s values. We instill and recognize the
responsibility of each staff member to contribute to the success of the company and our programs in the
community. We maintain the highest industry standard of accuracy, customer satisfaction, confidentiality,
financial management, and policy alignment.

Leadership — HOM is an industry leader. We exhibit the very best in customer service, knowledge and
innovation. Others to look to HOM Inc. for guidance and support to solve the most challenging issues. Our
employees are leaders amongst their peers. Employees are members of housing advocacy and community
interest organizations; we lend our expertise and provide volunteer service to these organizations.
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