
North American Indian Association of Detroit 

Job Posting 

 

Position: Office Assistant 

Job description: 

Perform administrative and office support activities for multiple supervisors. Duties include 

fielding telephone calls, receiving and directing visitors, word processing, document filing.  Basic 

computer and software skills are required. Internet research abilities and strong 

communication skills a plus.  

Job Duties: 

 Maintain a clean work environment. 

 Answer all incoming calls in a professional and customer friendly manner, directing calls to 

appropriate staff members and taking detailed and accurate messages. 

 Receive, greet, and direct visitors. 

 Answer questions with accurate information and/or forward messages to someone who can.  

 Call clients to remind them of appointments. 

 Offer and arrange transportation for elders and eligible clients. 

 Attends in-service training, conferences, and training seminars and participate in staff 

meetings, as required. 

 Assist with and attend agency sponsored events. 

  Ability to maintain a flexible work schedule to provide support for classes, workshops, and 

events sponsored by our agency. 

 Maintain class registration. 

 Maintain sign-in sheet and guest services. 



 Maintain mail log. 

 Maintain Food and Friendship sign in sheet. 

 Provide daily assistance with serving Food and Friendship Meal to elders and calendar 

events.  

 Forward information by receiving and distributing communications; collecting, organizing and 

mailing correspondence; copying information. 

 Assist with gallery sales and inventory. 

 Assist with oversight of volunteers and assigned volunteer duties. 

 Perform other duties as assigned. 

Qualifications 

 A valid high school diploma or general education degree (GED) required.  

 Must have experience working with up-to-date PC based computer operations.  

 Excellent customer relation skills and experience. 

 Ability to read and comprehend simple instructions, short correspondences, and memos. 

 Familiarity and experience working with the Native American community. 

 Ability to work independently, being self-directed and consistent in completion of assigned 

tasks according to assigned schedule. 

 Ability to adhere to confidentiality requirements and policies. 

 Ability to promote an alcohol, tobacco, and drug free lifestyle. 

Please send resumes by mail, fax, or email: 

The North American Indian Association of Detroit 

22720 Plymouth Road 

Detroit, MI 48239 

Email: dchisholm@naiadetroit.org 

Fax: (313) 535-8060 
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