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Alliance For Children is the children’s advocacy center serving all of Tarrant County. Since 1992, 
over 53,000 children have benefitted from Alliance For Children’s teamed investigations and 
coordinated approach. Alliance For Children is a nonprofit organization that operates child-
friendly centers located in Arlington, Fort Worth, Hurst, and Lakeside.  It is our mission to protect 
the children of Tarrant County from abuse through teamed investigations, healing services and 
community education. 
 
Alliance For Children is a fully accredited member of the National Children’s Alliance®, a 
membership association of over 700 Children’s Advocacy Centers and is a founding member of 
Children’s Advocacy Centers™ of Texas. 
 
Please visit our website at www.AllianceForChildren.org for more information. 
 
Administrative Assistant 
 
Position available with Alliance For Children for a full-time Administrative Assistant. This position 
provides administrative office support to the senior management team in order to strengthen 
the organization and synchronize general operating procedures throughout multiple 
departments. 
 
Minimum Requirements  

• High school diploma required; Bachelor’s Degree preferred. 
• Proven experience as Administrative Assistant or other administrative position required.  
• Should possess the ability to independently handle office management functions, 

coordinate between multiple departments, and identify ways to streamline office 
activities.  

• Advanced skills in current Microsoft programs and internet research skills. 
• Must be willing and able to travel between centers to provide administrative support to 

senior staff within multiple departments. 
• Must successfully complete criminal and civil background checks. 
• Personal qualities of integrity, credibility, and dedication to the mission of Alliance For 

Children. 
 
To apply, send/email resume and a cover letter detailing your qualifications and interest in the 
position to HR@AllianceForChildren.org subject line: “Administrative Assistant – Your Name.” 
Questions specific to this position may be directed to Brittany Johnston at 
BJohnston@AllianceForChildren.org.  No phone calls please. 
 
Alliance For Children provides equal employment opportunities (EEO) to all employees and applicants for 
employment without regard to race, color, religion, sex, national origin, age, disability, or veteran status. 
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