
 

 

Job Title:  Administrative Assistant Reports to:  Business Director  
Status: Full Time, Non- Exempt  Salary Range:  $25,000 - $37,440  

       Anticipated Starting Salary:  $13 - $15.50/hr  
 
Organization/Position Summary: 
The Milk Bank (TMB) is a non-profit, living tissue bank dedicated to combatting infant mortality.  TMB 
provides pasteurized donor human milk for premature and ill infants across the Midwest via Neonatal 
Intensive Care Units (NICUs), hospital inpatient and outpatient programs. The Milk Bank strives to 
ensure that every child has access to safe, lifesaving human milk and is committed to helping more 
infants celebrate their first birthday. 
 
The administrative assistant provides support for the entire organization with special focus to the 
administrative and clinical teams by communicating with partners, vendors, donor mothers, and 
healthcare providers.  Responsibilities will include protecting confidentiality and HIPAA compliance. The 
ideal candidate will excel in customer service, multi-tasking, and organization skills.  This position has 
limited, if any, ability to work remotely. 
 
TO APPLY:  Please forward resume and cover letter to jpemberton@themilkbank.org.  Rolling 
application acceptance.  Open until filled.  
 
Essential Duties and Responsibilities: 
 Provide front desk and reception duties including answering phones, welcoming visitors, mailings, 

faxing, and managing opening and closing procedures. 
 Provides first screening for milk donation and triages questions to specialists 
 Maintain donor and recipient records including significant data entry and correspondence with 

physicians, pediatricians and providers 
 Manage systemic communication with milk donors such as approval letters, thank you cards, and 

retirement cards. 
 Provides order confirmation and aids in processing orders. 
 Oversees office equipment and maintenance  
 Monitors and maintains inventory for the office; Orders supplies for office and production 
 Monitors office email accounts 
 May assist with research efforts 
 Provides administrative support to departments as requested along with other duties as assigned 

 
Required Professional Characteristics: 
 Demonstrated commitment to equity and inclusion efforts including attention to combatting health 

disparities. 



 Demonstrates excellent customer service skills and communicates effectively and timely with 
community members, external partners, and staff.  

 Handles competing priorities while consistently meeting deadlines 
 Requires ability to work independently or as a participating member of a team.  
 Excellent time management skills and superb work ethic. 

 
Experience and Education: 
 High school diploma or GED required.  
 Must be proficient in basic computer literacy (Word, Excel, Outlook) and willing to learn new 

technology. 
 Experience in a human services field such as healthcare, social work, counselling, or education is 

desired.   
 Preferred qualifications (not required): Associate/Bachelor’s Degree, Certification in a health science 

field, Spanish Speaking. 
 
The Milk Bank Values and Culture: 
The Milk Bank is a small team that strives for high levels of collaboration while maintaining clear role 
definitions and accountability.  Successful team members value self-awareness, a problem-solving 
orientation, comfort with clear feedback and direct communication, the ability to manage change, a 
priority on equity and strong customer service mindset.   
 

Status Date Responsible 
Original 12/2021 JP/FLK 

 
 
 


