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Data Entry Aide – Job Description                    
Onward Neighborhood House is rooted in a rich history of social services to improve lives and uplift communities through educational, economic and support services. 

As a not for profit, our strength is our ability to adapt to societal change. In the early 20th century, people in the Belmont Cragin (5423 W. Diversey Avenue, Chicago, IL 60639) community needed food, clothing, and shelter –    and Onward House responded.
It is the policy of Onward Neighborhood House to provide equal employment opportunity, without regard to race, color, creed, religion, age, sex, national origin, ancestry, mental or physical disabilities, marital status, affectional preference, Vietnam era veteran status, or any other legally protected status.

What you will be doing…
We are looking for a Data Entry Aide which will be responsible for entering data into the Salesforce and COPA systems regarding information for children and families in a several of our programs.
· Assist in administrative duties including entering data, making copies, filing records, preparing mailings.

· Maintains up-to-date information on agency programs and procedures.

· Records required information.

· Upholds the confidential nature of the agency's services to its clients.

· Reflects agency image in appropriate manner, behavior and dress.

· Attend All Staff Meetings, In-Service Trainings, etc. as required.
· Other related duties as assigned.
MUST HAVE
· Must have high school diploma/GED and some additional training or coursework. 
· Must have excellent computer skills and the ability to learn the data entry system quickly and efficiently 
· Must be able to work at both delegate agency locations and take direction from different management staff. 
· Bilingual (English/Spanish) a plus but not required
· Flexible hours
Competitive Pay Plus Great Benefits:

· Fringe Benefits Include: Paid Vacation, Health and Dental Insurance and Retirement Plan (after 1 year the organization contributes 5% of your pay rate into this plan on your behalf).
How To Apply: Via our website at: onwardhouse.org/careers/  OR                                                                 Please send Resume to / Envíe su Currículum a Zitlali Farias / HR Generalist Email: zfarias@onwardhouse.org 

