
 
Administrative Assistant/ Interpreter  

 
The Tree House Child Advocacy Center (CAC) of Montgomery County, Maryland is pleased to announce an opening for 

a full-time Administrative Assistant to begin on July 6th, 2021.  The ideal candidate is fluent in both English and Spanish 

with excellent communication and organization skills.   

 

The Administrative Assistant will aid the Executive Director and the rest of the staff members of the Tree House and will 

work closely with the Office Manager and the Medical and Mental Health team, handling a variety of tasks to ensure that 

daily operations run smooth.  

 

The Tree House offers competitive salaries and excellent benefits, including health insurance, a 401K plan, holidays, and 

paid leave. The Administrative Assistant will be provided with an interpreter training program and will have the 

opportunity to participate in community outreach events held by The Tree House.   

 

Requirements:  

 

• Four years of office support experience.  

• High School Diploma or High School Certificate of Completion recognized in the State of Maryland 

• Good oral communication skills in both English and Spanish with informal translating abilities.  Translator 

training will be provided to you.   

• Good written communication skills in both English and Spanish, including effective communication as well as a 

solid understanding of grammar, punctuation, spelling, style, syntax, and formatting.  

• Experience with Microsoft Office programs, telephone, scanner, photocopier, and fax to support the daily 

administration of an office. Office -specific programs may be learned on the job.  

• Ability to balance multiple work demands while demonstrating attention to detail and problem-solving skills.  

• Ability to conduct yourself in a businesslike manner to maintain effective working relationships with staff and 

clients and handle information in compliance with HIPAA laws.  

• Applicant must pass a fingerprint and background check after being hired.   

 

Duties and Responsibilities: 

 

• Ensure that all staff are informed of any events within the office. 

• Ensure that all clients are notified of their appointments by making a courtesy call the day before the appointment. 

• Be an interpreter when needed. 

• Notify corresponding staff member if clients have canceled or are going to be late.   

• Arrange and coordinate ride services (Uber, Lyft, Taxi) for clients to come to The Tree House.  

• Answer telephone calls courteously and route all calls to the appropriate staff member.  If possible, provide 

service and/or information directly to the caller.    

• Assist new clients with completing forms and surveys in the waiting area. 

• Coordinate with State Health Lab for messenger pickup of specimens.  

• Organize, schedule and reserve conference rooms for meetings. 

• Accept donations when Outreach Coordinator is not in the office. 

• Anticipate the needs of our Team to ensure a smooth and positive working environment. 

• Work the late shift, 10:30 am to 7:00 pm, at least two times a week and monitor the waiting room with children 

from 4:30 to 7:00 pm as needed on those days while our staff is meeting with children’s parent/guardian.  

(Tuesday, Wednesday, and Thursday are the days we are open late.)   

 

If interested in joining The Tree House team, please submit a cover letter and resume to: apply@treehousemd.org. 

mailto:apply@treehousemd.org

