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POSITION:
Agapé Center Office Assistant 
HOURS:   
10 hours/week for 30 weeks.  Flexible schedule, approved by primary supervisor

WAGES:  
Starting $7.25/hr.
DRESS:  
 Business casual. Business/professional dress during special occasions
PRIMARY SUPERVISOR:  Administrative Assistant to the Agapé Center 
SPECIAL QUALIFICATIONS:

1. An outgoing, friendly personality
2. Knowledge and experience with Microsoft Office Professional Suite, GroupWise, and the internet
3. Knowledge of social networks and Jadu website maintenance
4. Creative ability to market the office’s programs and opportunities
5. Ability to be a ‘team player,’ while still being a self-starter/motivator
6. An interest in service – local, national, and international

PRIMARY DUTIES:
1. Assist with promoting Service-Learning activities to faculty and students
2. Answer the phone and greet walk-ins; be knowledgeable about opportunities at the Agape Center in order to answer questions
3. Manage Agape Center website, photo software, and social networking sites
4. Maintain and update Agape Center campus bulletin boards 
5. Maintain the Agape Center library and a/v equipment
6. Coordinate Service Learning Conference/wrap-up work from prior conferences
7. Assist in planning service plunge days
8. Organization of the Agape Center facility
9. Other duties as assigned by immediate supervisor
10. Maintain consistent and reliable attendance.

“The Agapé Center’s mission is to cultivate experiences with community partners to prepare individuals for lifelong service.”

For further questions, please contact us:

Agapé Center for Service and Learning

E: AgapeCenter@messiah.edu
P: (717) 796-1800 ext. 7255

