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Job Posting
Title: 
Senior Retail Administrative Assistant,, Lakewood, WA BSC
Location: 

Lakewood, WA or Fully Remote
Dept.: 

Base Supply Centers
Reports to: 
BSC Store Manager
Hours: 
Full-time, Monday - Friday, Days; Core office hours are 9:00 a.m. to 3:00 p.m., PST must be available for an eight hour shift within those hours. Can be negotiated with supervisor
Salary:

Hourly, $21.00-26.00 per hour
The Lighthouse for the Blind, Inc. is a successful manufacturing social enterprise, with over 60 years of experience in precision machining, that is committed to making jobs accessible to individuals who are blind. Our manufacturing operations center on producing an array of machined parts and plastic injection molding for various aerospace manufacturers, as well as a host of office products and hydration equipment sold to the Federal Government under the AbilityOne Program. The Lighthouse offers Contract Management Support closeout services for commercial, federal, and military customers. We also run a Contact Center, which places and receives inbound and outbound calls for a large span of assorted clients. Lastly, we operate eight AbilityOne Base Supply Centers (BSCs) up and down the west coast that offer easy customer access to Lighthouse products, direct feedback and communication with customers, and employment opportunities for individuals who are blind in geographic areas not served by larger nonprofit agencies.
If you are interested in being a part of a dynamic and engaged social enterprise that values: Accessibility, Accountability, Communication, Community, Confidentiality, Respect, Safety, Teamwork, Training, and Upward Mobility, you are encouraged to apply for the below position.
National Industries for the Blind in accordance with the Javits Wagner O'Day Act under the AbilityOne program requires us to certify that a certain percentage of our direct labor is performed by individuals that are blind. This position is giving hiring preference to people who are legally blind under federal law. Must be able to provide a physician’s statement of legal blindness. Must be a ZoomText user. 
Summary:

Performs a wide range of administrative tasks to support the Director of Purchasing and BSC Admin and Web Sales Manager. Facilitates the efficient operation of the organization.
Responsibilities:
· Schedules and coordinates appointments, meetings, events, and travel arrangements.

· Address e-commerce inquiries.

· General clerical duties including; photocopying, faxing, and mailing or shipping via FedEx.

· Reconcile expense reports.

· Assists with bids and quotes.

· Handle requests for information and data.

· Prepare and modify documents including correspondence, reports, drafts, memos and emails

· Maintain office supply inventory and order supplies as required.

· Maintain Store Expense inventory and reconciliation.

· Provide excellent customer service and address customer problems in a timely manner.

· Data input in POS software to include entering and updating customers info, gathering data on performance and assisting customers with password or other technical support.

· Act as the central point for issues concerning network connectivity and POS problems.

· Works with IT or other technical advisors and communicates problems, progress and solutions to all users.

· Audit and monitor certain business performance or processes that require oversight.

· Maintain procedures and systems such as filing and record keeping.

· Monitor AbilityOne mailbox, forward to appropriate personnel for handling.

· Month end reporting as required and management of POS reporting in coordination with stakeholders.

· Complete new vendor and supplier applications and all required forms.

· Other duties as assigned.
Minimum Requirements:
· AA degree required, BA degree preferred

· Able to type minimum 45 WPM.

· Proficient in MS Office; Word, Excel, Outlook, PowerPoint

· Ability to communicate clearly and concisely; written and verbal.

· Honesty and discretion regarding sensitive or confidential matters.

· Excellent organizational, planning and project management skills.

· Ability to assess and solve problem.

· Attention to detail and accuracy.

· Flexible and adaptable.

· Customer service orientated.

· Must be able to lift up to 20lbs using safe lifting technics throughout shift.

· Ability to work under pressure.

· Commitment to Lighthouse Mission.

· Ability to work schedule as assigned.

The Lighthouse for the Blind, Inc. is an equal opportunity employer and does not discriminate on the basis of age, sex, marital status, sexual orientation, gender identity, race, creed, color. National origin, honorably discharged veteran or military status, or the presence of any sensory, mental or physical disability or the use of a dog guide or service animal by a person with a disability. 

FEDERAL CONTRACTOR

In compliance with federal law, all persons hired will be required to verify identity and eligibility to work in the United States and to complete the required employment eligibility verification document forms upon hire.
To submit an application for this position or for more information about the Lighthouse for the Blind, Inc. please visit www.lhblind.org/jobs  


