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Program Support Roles Description
Organization Overview: 
For over 27 years, Helping Link/Một Dấu Nối has helped many Vietnamese integrate into American society through our ESL, computer, and citizenship programs as well as information and referral services. The challenges of moving to a new continent and learning a new culture are immense, at times overwhelming. Helping Link is here to pay forward the help many of us received so that families remain intergenerational, connected, and united. This source of support and knowledge in a safe environment allowed many of Helping Link’s clients to successfully achieve their goals to improve their English skills, become U.S. citizens, and find opportunities to grow and thrive. 
We seek caring community members and professionals in search of culturally enriching relationships, passionate about creating space for mutual exchange and engagement. Join Us! 
Responsibilities: 
Helping Link/Một Dấu Nối is seeking a program support coordinator to support our literacy education and technology programs.  
· Provide clerical support in administrative tasks 
· Arrange, process and organize administrative documents 
· Coordinate and communicate to both internal teams and external clients to provide support in a timely manner 
· Assist with data entry and data analytics  
· Assist with marketing activities, outreach recruitment and performance management 
· Report directly to the Executive Director on a weekly basis 
*This position is currently remote due to COVID-19 
Requirements:  
· Familiar with MS Office and other technology software (Zoom, HangOuts, etc.) 
· Familiar with office equipment (computer, printer, copier, phone)  
· Detail-oriented in administrative activities and support  
· Efficient and excellent oral and written communication  
· Motivated to learn and helping others 
· Flexibility in responding to tasks depending on ongoing events 
Benefits:  
· Develop and build upon professional skills such as teamwork, communication, technology/software usage, organization, and time management 
·  Support a community-led grassroots organization to improve the lives of those in the Vietnamese community in the King County Region 
· Work with like-minded enthusiastic professionals 
All volunteer positions are available only for those in the local Puget Sound area of Washington. 
