Temporary Administrative Support Position 
American Cancer Society 
Qualified Candidates Should Have: 

•	Associate’s degree preferred; or a combination of education and work experience.

•	0-2 years of event support experience.

•	Excellent written and verbal communication and interpersonal skills.

•	Strong computer skills; strong word processing, database management and spreadsheet skills. 

•	Ability to respond to changing circumstances and priorities in a focused and timely manner.

•	Ability to interpret, adapt and apply guidelines and procedures.

•	Able to work successfully in a diverse team environment.

•	Able to cultivate relationships in a diverse population of community leaders and volunteers.  

•	Limited travel, including evening and weekend work required.

•	Ability to lift 30lbs.   

•	Staff have a unique opportunity to save lives through direct mission impact while fulfilling personal and career objectives.  The American Cancer Society values accountability and high performance and rewards those teams and team members who continually improve their capability and contribution. The American Cancer Society is also dedicated to hiring and retaining a diverse workforce to help achieve our mission.
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