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Executive Administrative Assistant 

Wonderland Child & Family Services  
 

We are looking for an articulate, organized, compassionate self-starter to keep our non-profit office 

and executive director operating efficiently on a daily basis. Conserves ED’s time and promotes the 

agency’s image by representing the ED internally and externally when needed as liaison or scheduler. 

Tasks include but are not limited to: managing reception, purchasing, and general administration. This 

40-hour-a-week position reports directly to the Executive Director. 

 

To apply: Submit cover letter and resume to hr@wonderlandkids.org. 

 

Chief responsibilities: 

 Represents the agency and executive director by welcoming visitors, reviewing 

correspondence; arranging agency functions; answering questions and meeting requests. 

 Organizes and maintains executive director files--paper, and electronic (grants, contracts, 

etc.) 

 Writes thank-you letters and other correspondence for executive director review and 

signature. 

 Arranges schedule and meetings by developing itineraries and agendas; booking travel, etc. 

 Completes projects and special assignments by establishing objectives; determining priorities; 

managing time; monitoring progress; problem-solving; making adjustments to plans. 

 Updates job knowledge by participating in educational opportunities; maintaining personal 

networks. 

 Improves quality results by studying, evaluating, and re-designing processes; implementing 

changes. 

 Enhances executive director’s and agency’s reputation by accepting ownership for 

accomplishing new and different requests; exploring opportunities to add value to job 

accomplishments. 

 Other duties as assigned. 

 

Tasks: 

 Sort and process agency mail 

 Own the general office area and keep it clean and orderly 

 Track, purchase, dispense office and kitchen supplies, etc. 

 Provide meeting set-up as needed for board and other meetings 

 Phone back-up as needed 

 

Requirements/Qualifications: 

 Minimum 2-year degree 

 4 years' work experience in an executive/administrative assistant position 

 Experience with access to highly confidential information 

 Experience working with diverse populations 

 Word, Excel, Power Point, and Publisher and comfort with IT environments 

 Demonstrated excellent written, verbal, and accurate typing skills 

 Excellent time-management, organizational, and problem-solving skills 

 Adaptable to a constantly changing environment 

 Warm, friendly demeanor 
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 Ability to lift 20-30 lbs. 

 Current driver’s license and insurance necessary for running errands 

 

 

About Wonderland Child & Family Services 

Wonderland Child & Family Services is a multi-program agency serving children from birth through 

age 12 with developmental delays, disabilities, and prenatal substance exposure. Founded 50 years 

ago, Wonderland’s mission is provide a strong and equitable foundation for children and their families 

with diverse needs and abilities to flourish through therapy, education, advocacy, and resources. We 

reach hundreds of families every month through Early Childhood Programs & Services and Hope 

RISING Clinic for Prenatal Substance Exposure. Our direct service providers are uniquely trained to 

provide trauma- and FASD-informed care. 

 

Benefits Include: 

- Competitive wages (DOE) 

- Health, Vision & Dental Insurance 

- PTO and generous paid holidays (including the last week of the year from December 25th 

through January 1st) 

- Flexible Schedules 

- 401(k) retirement plan 

- Life and AD&D Insurance 

- Health Care and Dependent Care Flexible Spending Accounts 

- Training and Continuing Education  

- Mileage Reimbursement 

 

*Note: Benefits available to each employee dependent on FTE. 

 

Office location: Shoreline, Washington. Initial training to take place in Shoreline and surrounding 
areas. 
Hours: Full-time 

To apply: Submit cover letter and resume to hr@wonderlandkids.org. No phone calls, please.  

 

Wonderland is an Equal Opportunity Employer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 


