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Administrative Assistant 
About the Organization 
Founded in 1976, The Vietnamese Association of Illinois (VAI) is a 501(c)(3) charitable 
organization that focuses on serving diverse communities of all ethnicities and religions, fostering 
unity, and promoting Vietnamese American identity. 
 
Since its founding, VAI has served thousands of Vietnamese Americans and other ethnic 
communities through facilitating resettlement and citizenship, building community, seeking 
employment, addressing healthcare issues, raising political awareness, providing educational 
opportunities, addressing multigenerational issues for seniors and youth, establishing and 
expanding businesses, and strengthening cultural heritage. VAI’s current services include adult 
literacy and civic education instruction, immigration and legal aid, senior in-home care, and youth 
programs. 
 
About the Role 
Job Title: Administrative Assistant 
Reports To: Finance Manager 
 
Responsibilities:  
Under immediate supervision of the finance manager, performs clerical and organizational tasks 
as assigned by the Finance Manager 
 
Responsibilities: 

 Greets clients and refers them to appropriate staff person  

 Types routine letters, memorandums, data entries and voucher billing  

 Tracks Homemaker staffing hours by comparing Epay reports to the biweekly timesheets 
submitted by Homemaker staff  

 Compiles timesheet and reporting errors, working closely with the Finance Manager and 
the in-home care management staff to correct said errors in the Epay system  

 Submits corrected homemakers spreadsheet to Finance Manager for payroll processing  

 Uses Illinois Department on Aging web portal to bill for the daily service hours rendered 
based on the corrected timesheets 

 Provides reports to the Finance Manager and the Chief Executive Officer for total hours 
billed and the total hours paid to the homemakers 

 Performs other duties as required by supervisor 
 
Job Qualifications: 

 High school diploma, college degree preferred  

 Knowledge of using Microsoft Word, Excel spreadsheet and access emails 
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 bilingual Vietnamese proficiency preferred 

 Strong organizational skills 

 Types at a minimum of 35 wpm 

 Welcoming personality with the capacity to multitask 

 Experience with billing systems, financial reports and/or budgeting strongly preferred 
 
How to Apply 

Please submit your cover letter and resume to Shara Chau, Finance Manager at 

shara.chau@hnvi.org with “Administrative Assistant” – [Insert Your Name]” as the email subject 

line. 

 

 

 

 

 

 

VAI is proud to be an equal opportunity employer committed to fostering a diverse and equitable 
environment. VAI does not discriminate on the basis of race, color, national origin, sex, gender 
identity, religion, sexual orientation, age, disability, parental status, veteran status, or any other 
protected status under applicable laws. We encourage individuals of all backgrounds to apply.  
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