
Job Description: Office Assistant (temporary)
Position available: July 12, 2021

KAM Isaiah Israel Congregation is a thriving Reform congregation located in the historic Hyde Park-Kenwood
neighborhood, only seven miles south of downtown Chicago. Our diverse membership comes from all across the
Chicago metro area. We welcome individuals and families from all backgrounds who seek an invigorating Jewish
experience.

The Office Assistant is responsible for performing a range of clerical and administrative tasks to support daily
operations in the temple office, including the annual membership renewal process and High Holy Days
preparations.

This is a temporary, part-time, non-exempt, position from July through September 2021.  Working hours will be
Monday-Friday, 9:00am-1:00pm, plus additional hours before, during, and after Rosh Hashanah and Yom Kippur.
The office assistant reports to the Director of Community Engagement and the Director of Operations.  Pay range:
$17-21 per hour.  KAMII performs an employment background check.

Specific responsibilities include, but are not limited to:
● Provides excellent customer service to congregants, guests, and vendors on the telephone, over email, and

in person

● General administrative tasks including mass mailing, copying, typing, etc.

● Provides administrative and clerical support for membership renewals

● Assists with preparations for High Holy Day services, events, and celebrations

Preferred Qualifications:
● Administrative experience in an office setting

● A warm, patient, and outgoing personality

● Able to reinforce our welcoming, friendly, and comfortable environment by interacting and communicating
well with congregants, staff, and others

● Strong organizational and time-management skills; able to prioritize and multitask

● Ability to work as a team as well as individually

● Proficiency in Adobe InDesign, Microsoft Office, Constant Contact, database programs, website content
management, and social media; Excellent writing and proofreading skills

● Experience successfully learning new software systems; ShulCloud experience a plus

As in any small office, there will be duties shared with co-workers. Cross-training in many of the office tasks is
expected and encouraged.

To apply, please send cover letter and resume to: applications@kamii.org
No calls please.

KAMII provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to race, color,
religion, sex, national origin, age, disability or genetics. KAM Isaiah Israel expressly prohibits any form of workplace harassment

based on race, color, religion, gender, sexual orientation, gender identity or expression, national origin, age, genetic information,
disability, or veteran status.
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