
  SAIL, Disability Network of the U.P. 
  1200 Wright Street, Suite A 

  MARQUETTE, MI 49855-4744 

  Phone:  906-228-5744 Fax:  906-228-5573 

  Website: www.upsail.org 
 

 
EMPLOYMENT OPPORTUNITY 

 
Applications due no later than 5pm, Friday, January 4, 2019  

 
Position Available: Office Assistant 
Job Type: Part-time, hourly, 24 hours per week 
Starting Wage:  $12 per hour  
Work Schedule:  Office hours usually 8:00am – 4:30pm, some flexibility of work hours or days 
Reports To:  Assistant Director 
 

Organization Description: 
 
SAIL is a non-profit organization that assists individuals with disabilities gain and maintains 
independence in everyday living and encourages them to become active members of their 
communities. We offer a variety of programs and services as well as promote accessible Upper 
Peninsula communities for all. Located in Marquette, MI, we serve all fifteen counties of the U.P. With 
the assistance of competent, professional staff and the support of community partners, SAIL works 
for the “one in five” individuals living with a disability on local, state, regional and national levels.  
 
Position Summary: 
The Office Assistant performs daily tasks, such as answering phones, receiving and directing visitors, 
and providing general information about their organization to the public and customers. This position 
will represent SAIL with a pleasant, friendly, professional and courteous demeanor while 
disseminating basic information about the agency. 
 

Expected Duties and Responsibilities: 
 

1. Answering and tracking phone calls, receiving and directing visitors, and providing general 

information about the organization to the public and consumers.   

2. Following a brief conversation with the caller, employee must be able to determine source and 

reason behind phone call with training (determine relevant information, interests in working 

with SAIL and specific resources).  

3. Create understandable and readable written message using email, new inquiry pre 

assessment form, daily call log book and new inquire tracking spreadsheet.  

4. Complete walk-through of building at end of daily operating hours to assure all exterior doors 

are locked and lights are shut off. If SAIL employees are still in building, communicate with 

them to assure building is secure for night time. 

5. Prepare incoming and outgoing mail for distribution, as appropriate.  

6. Perform work related errands as requested by leadership throughout the day. 

7. Participate in monthly SAIL staff meetings and take detailed notes.  

8. Collect revenue, donations, or payments from transactions of SAIL merchandise. Log in 

immediately upon arrival.  Keep any incoming revenue in locked draw until retrieved for data 

entry into the daily journal by Assistant Director.  



9. If needed, clear doorways and walkways of snow by shoveling and using salt for safety of 

coworkers and consumers who visit the agency at the beginning and throughout the day. 

10. If needed, replenish restroom supplies during the week. 

11. Complete other duties as assigned by supervisor.   

Desirable Qualifications: 

A. Education: High school diploma is required, secondary education is preferred. Experience 

working with the community using customer service techniques and with individuals with 

disabilities. Will consider equivalent work experience. 

B. Experience: One year working in a professional environment or non-profit is desired.  

C. Knowledge of principles and processes for providing customer service. 

D. Be a team player. Strong interpersonal skills and demonstrated professional presence within 

the community and agency (co-workers, volunteers and consumers). 

E. Support SAIL’s mission and values.  Sensitivity to and awareness of independent living issues 

and demonstrated commitment to the Independent living philosophy. Knowledge of tribal 

communities and communication methods within the tribal communities.   

F. Be able to demonstrate soft skills in compassion and patience for individuals who may have 

trouble communicating or how to delineate their needs. 

G. Exceptional time management and organizational skills, detail oriented and adept to meeting 

deadlines.   

H. Excellent verbal and written communication skills. Must have experience in writing case notes 

and developing person centered goals.  

I. Must be able to travel outside of Marquette County. 

Individuals with disabilities are strongly encouraged to apply. 
 

Please submit a cover letter, completed SAIL application and resume  
no later than 5pm on January 4, 2019 

 
Superior Alliance for Independent Living (SAIL) 

Attn: J. Shaw, Associate Director 
1200 Wright St. Ste. A 
Marquette, MI 49855 

or 
julies@upsail.org                                                                                                                                                                         

Fax (906) 228-5573 
 

*No phone calls will be accepted pertaining to this position. 
 
 

Please find a copy of our application and job description on our website: 

www.upsail.org/employment  

http://www.upsail.org/employment

