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Administrative Assistant Job Description

Job Title: Administrative Assistant
Location: 80-02 Kew Gardens Road Suit 400, Kew Gardens, NY, 11415
Salary: $50,000 annually
Schedule: Monday – Friday, 9:00 AM – 5:00 PM
Reports to: Director of Operations and Training
Travel: May require occasional travel to other CIDNY offices

Organization Overview

The Center for Independence of the Disabled, New York (CIDNY) is a nonprofit organization dedicated to empowering people with disabilities to lead independent, productive lives. We advocate for inclusion, accessibility, and justice by providing direct services and systemic change initiatives across New York City.

Position Summary

CIDNY is seeking a reliable and highly organized Administrative Assistant to support the organization’s day-to-day operations and programmatic efforts. The Administrative Assistant will play a critical front-facing role in welcoming consumers, answering calls, supporting both in-person and virtual programming, preparing materials, and assisting with data and consumer engagement processes.

Key Responsibilities
Answer and route incoming phone calls professionally and efficiently
Greet and receive consumers, visitors, and staff at the front desk in a courteous and inclusive manner
Complete proper intake procedures for consumers and ensure accurate documentation in CilsFirst
Outreach, track, and complete Consumer Satisfaction Surveys in-person, via phone, and email to me organizational goals
Maintain CilsFirst data as related to intake and consumer interactions. 
Support scheduling and calendar coordination for staff, meetings, and programs
Provide administrative support for in-office and virtual programs, workshops, and events
Create and organize program materials and outreach packets
Administer and collect consumer feedback surveys and assist in tracking responses
Enter and manage data accurately in internal systems for reporting and recordkeeping
Maintain office organization and supply inventory; order supplies as needed
Support event logistics, room setup, and virtual meeting platforms (e.g., Zoom)
Assist with onboarding of new staff and training support.
Coordinate maintenance of office equipment and technology
Occasionally travel to other CIDNY locations to provide on-site support as needed
Receive, sort, scan, and route mail and packages for prompt and efficient handling, including outgoing mail and packages
Actively monitor inventories for housekeeping, pantry, and office supplies, including ordering, receiving, stocking, and distributing supplies
Assist in coordination with building maintenance regarding the upkeep of our offices and accessible bathrooms
Notify staff re. planned maintenance by the building and third-party maintenance company
Assist in coordinating with HVAC companies, MWBE, and other selected vendors
Qualifications
High school diploma or GED required; Associate’s or Bachelor’s degree preferred
At least 2 years of administrative or office support experience; nonprofit or human services experience a plus
Strong interpersonal and communication skills, both verbal and written
Proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint); experience with Zoom, Microsoft Teams, and data systems a plus
Experience with handling sensitive consumer information and maintaining confidentiality
Excellent time management, organizational skills, and attention to detail
Ability to handle multiple tasks and work independently as well as collaboratively
Commitment to working with and supporting people with disabilities and diverse populations
Familiarity with the independent living philosophy and disability rights is a plus
Working Conditions

Primary work location: 80-02 Kew Gardens Road Suit 400, Kew Gardens, NY, 11415
Occasional travel to other CIDNY offices within NYC (all accessible via public transportation)
Office is wheelchair accessible; reasonable accommodations will be provided as needed

How to Apply

Please send a thoughtful cover letter and resume to Courtney Spaulding, Director of Training and Operations, at cspaulding@cidny.org. Please use the job title as the email header.  The cover letter should include your work history and other relevant life experience, and it should clarify what transferable skills you bring to the posted job description. No application will be considered without this cover letter.
Other Information

We conform to all laws, statutes, and regulations concerning equal employment opportunities and affirmative action. We strongly encourage women, minorities, individuals with disabilities and veterans to apply to all of our job openings. We are an equal opportunity employer, and all qualified applicants will receive consideration for employment without regard to race, color, religion, gender, national origin, disability status, genetic information and testing, family and medical leave, sexual orientation and gender identity or expression, protected veteran status, or any other characteristic protected by law. We prohibit retaliation against individuals who bring forth any complaint, orally or in writing, to the employer or the government, or against any individuals who assist or participate in the investigation of any complaint or otherwise oppose discrimination.

CIDNY is an equal opportunity employer. We strongly encourage applications from people with disabilities, people of color, women, LGBTQ+ individuals, and veterans.
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