
 
Administrative Assistant 

Organization: The Arc of North Central Virginia 
Website: https://www.arcofncv.org/  

Location: Warrenton, VA 
Type: Part-Time, 10-15 hours per week, with possibility of expansion 

Starting Salary: $15/hour 
 

About the Position:  Given our recent growth, The Arc of NCV is creating this position to expand our 
capacity to serve the community. At this time, the position is 100% virtual and under the supervision of the 
Executive Director, performing administrative and community outreach tasks. A vital member of a growing 
grassroots organization committed to supporting people with intellectual and developmental disabilities to 
reach their full potential through building community awareness, acceptance and capacity for support, 
ensuring that they are valued as classmates, coworkers, neighbors, citizens and friends.   
 
About the Organization:  The Arc of North Central Virginia (NCV) is a local chapter of the world's largest 
community-based organization of and for people with intellectual and developmental disabilities (DD), 
and serves the counties of Culpeper, Fauquier, Madison, Orange, and Rappahannock. We are a small 
501(c)(3) non-profit organization primarily funded by public and private sector sponsors and governed by 
a local volunteer board of directors.  
 
General Duties: 
 

Office Support (50%): 

 Use the computer for Microsoft Office programs, Outlook, Google Drive, and Zoom 

 Create and format flyers, letters, reports, grants, and resource materials 

 Coordinate large mailings as needed 

 Schedule meetings and trainings 

 Maintain records for bills, receipts, payments, and memberships, and provide that information to 
Board Treasurer 

 Attend and take detailed notes at Board meetings and other regular meetings 

 Keep donor records and ensure thank-you letters go out in a timely manner 

 Update The Arc of US and chapter databases as needed 

 Provide administrative support to Board committee chairs as needed 

 Perform other duties as assigned by the Executive Director or Board President 
 

Community Outreach (50%): 

 Assist in developing a comprehensive outreach strategy which includes traditional marketing 
channels, social media, and website 

 Update social media channels (Facebook) regularly, and establish new social media channels if 
needed 

 Assist in developing an Arc E-newsletter 

 Coordinate volunteers as needed 
 
Requirements: 

 Access to reliable high-speed internet 

 Ability to work both independently and as part of a team  

 Experience working with people with intellectual and developmental disabilities 

 Excellent organizational and problem-solving skills 



 
 Effective human relations skills 

 Ability to respond to supervisor requests for assistance in a timely manner and meet required 
deadlines 

 Strong verbal and written communication skills and proofreading abilities 

 Proficient in all Microsoft Office programs, Outlook, Google Drive, and Zoom and able to learn 
new software platforms and applications 

 Ability to move objects weighing up to 40 pounds 

 Ability to keep sensitive information confidential 

 Reliable transportation for occasional local errands and weekly materials pick-up near Kettle Run 
High School 

 Detailed-oriented and possesses a positive attitude and willingness to learn 

 Available to work occasional evening and weekend hours 

 When the community returns to in-person work, weekly meetings in Warrenton 
 

How to Apply: 
Please submit a cover letter explaining your interest and experience, your resume, and two professional 
references via email to: mmccombe@arcofncv.org  Place the position title and your last name in subject 
line. No phone calls. Applications will be accepted until the position is filled.  
 
**As an equal opportunity employer, The Arc of NCV believes that equal opportunity for all employees is 

important for the continuing success of our organization.  In accordance with state and federal law, The Arc 

of NCV’s employment decisions and practices will not be influenced or affected by race, color, creed, 

religion, national origin, ancestry, citizenship, sex, marital status, veteran status, disability, age or any 

other characteristic protected by law.   
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