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1501 W. 10th Street, Little Rock, AR  72202 
                                          501-374-1956 Phone   501-374-2418 Fax 

                                             rmhcarkansas.org     @rmhcarkansas 
Keeping families close® 

 
 
 
Job Description:  Administrative Assistant  (Part-time: 20-25 hours/week) 

 
Exempt: No 
Department: Administration 
Reports To: Executive Director 
Location: Ronald McDonald House  
 
GENERAL DESCRIPTION OF POSITION 
Provides administrative support and assistance to the executive director. Responsible 
for day-to-day accounting including accounts payable/receivable, banking, interfaces 
with outside accounting firm and audit firm to communicate detail and documentation 
for financial accountability of the organization; liaison to the board of directors.   

 

ESSENTIAL DUTIES AND RESPONSIBILITIES  

1. Responsible for the day-to-day accounting functions of the organization. Make 
deposits and interface with banks on account set-ups, transfers, assist with 
annual audit, etc. 

2. Board, executive and finance committee:  responsible for providing meeting 
support - scheduling, drafting of minutes, communications, support services, and 
materials preparation.  

3. Provide administrative support to executive director such as meeting 
preparation, vendor contracts, reports, etc. 

4. Interface with various internal departments to ensure accurate financial reporting 
to outside accounting firm. 

5. Develop, implement and maintain systems for internal accountability and 
communication, specifically regarding administrative and financial work of 
organization. 

6. Work with accounting firm to maintain proper record retention in accordance 
with federal, state, local and organizational procedures. 

7. Work with audit firm to help prepare and gather information necessary for their 
onsite annual audit.  

8. Assist the organization’s directors and staff with other special needs in relation to 
administrative or financial reporting. 

9. Assist the team in the care of the organization’s Director of Smiles, a 
Goldendoodle. 
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10. Work on special projects at Executive Director’s request.  

11. Perform any other related duties as required or assigned. 

QUALIFICATIONS To perform this job successfully, an individual must be able to 
perform each essential duty satisfactorily. The requirements listed below are 
representative of the knowledge, skill, and/or ability required. 
 
EDUCATION AND EXPERIENCE 
Broad knowledge of such fields as accounting, business administration, finance, etc. 
equivalent to four years of college, plus four years related experience and/or training, 
or equivalent combination of education and experience. 
 
RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT 
Responsible for the organizations funds and materials. 

COMMUNICATION SKILLS 
Ability to write business correspondence; ability to effectively present information and 
respond to questions from managers, vendors, staff and the general public. 
 
MATHEMATICAL SKILLS 
Ability to calculate figures and amounts such as discounts, interest, commissions, 
proportions, and percentages. Ability to apply concepts such as fractions, ratios, and 
proportions to practical situations.  
 
CRITICAL THINKING SKILLS 
Ability to solve practical problems and deal with a variety of known variables in 
situations where only limited standardization exists. Ability to interpret a variety of 
instructions furnished in written, oral, or diagram formats.  
 
SUPERVISION RECEIVED 
Under general supervision where standard practice enables the employee to proceed 
alone on routine work, referring all questionable cases to supervisor.  
 
PLANNING 
Considerable responsibility with regard to general assignments in planning time, 
method, manner, and/or sequence of performance of own work.  
 
DECISION MAKING 
Performs work operations which permit frequent opportunity for decision-making of 
minor importance and also frequent opportunity for decision-making of major 
importance; the latter of which would affect the work operations and the organization.  
 
MENTAL DEMAND 
Very close mental demand. Operations requiring very close and continuous attention 
for control of detail which require a high degree of coordination or immediate response. 
Operations requiring intermittent direct thinking to determine or select the most 
applicable way of handling situations regarding the organization's administration and 
operations.  
 
ANALYTICAL ABILITY / PROBLEM SOLVING 
Moderately structured. Fairly broad activities using moderately structured procedures 
with only generally guided supervision. Interpolation of learned things in somewhat 
varied situations.  
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USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS 
Regular use of complex machines and equipment (desktop/laptop computer and 
software, etc.)  
 
ACCURACY 
Probable errors would not likely be detected until they reached another department or 
office, and would then require considerable time and effort to correct the situation. 
Frequently, possibility of error that would affect the organization's prestige and 
relationship with the public to a limited extent. 

PUBLIC CONTACT 
Frequent contacts with donors, boards, committees, volunteers, staff and the families 
we serve or other outside representatives, wherein the manner of handling these 
contacts has a bearing on the organization's position and operation.  
 
EMPLOYEE CONTACT 
Contacts of considerable importance within the department or office, such as those 
required in coordination of effort, or frequent contacts with other departments or 
offices, generally in normal course of performing duties. Requires flexibility and tact in 
discussing problems and presenting data and making recommendations, but 
responsibility for action and decision reverts to others.  
 
SOFTWARE SKILLS REQUIRED 
Mastery:  QuickBooks, Alphanumeric Data Entry 
Advanced:  Excel, Microsoft Word 
Basic:  PowerPoint 
 
ADDITIONAL INFORMATION 
The incumbent should also possess strong computer skills, accounting knowledge, 
accurate data entry and typing skills. The incumbent should possess good typing, 
math, and accounting skills. Desirable to have understanding of tax laws and 
terminology. Working knowledge of general office machines such as calculator, copier, 
fax, printer, etc. 
 
PHYSICAL ACTIVITIES 
The following physical activities described here are representative of those that must 
be met by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions and expectations. 
 
While performing the functions of this job, the employee is continuously required to 
talk and hear; regularly required to stand, walk; frequently required to sit, reach with 
hands and arms; and specific vision abilities required by this job include close vision.  
 
ENVIRONMENTAL CONDITIONS 
Ronald McDonald House Charities of Arkansas requires its staff to have an annual flu 
vaccination and immunizations. 
 
Ronald McDonald House Charities of Arkansas is the owner of a 5-year-old 
Goldendoodle who resides in the Ronald McDonald House. All staff comes in contact 
with him. 


