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Adeo is hiring a full-time Administrative Assistant (AA) to support our multifaceted 
organization. As the first-point of contact for our Stephens Farm residents, visitors, 
guests, vendors, and staff, the AA position is an essential position to the operations of 
Stephens Farm @Adeo.  
 
About you: 
Please let us know about any relevant experience you have by sending us a resume 
with a cover letter. We are looking for individuals who have a passion for helping 
people, working within a team environment, and a strong attention to detail.  
 
About us: 
Adeo is a non-profit organization that supports people with disabilities to take their 
place as full citizens of their community. Adeo has been providing services to people 
with disabilities and their families in Northern Colorado for more than 40 years. Our 
services include affordable housing, a residential program for adults with brain injuries 
and an outpatient physical therapy clinic. At Adeo we actively recruit to ensure a 
diverse workforce. We believe that diversity among our team members is critical to 
fulfilling our mission. Therefore, we seek to recruit, hire and retain the most talented 
people from a diverse candidate pool. 
 
Adeo is hiring an Administrative Assistant for Stephens Farm @Adeo. 
 
Pay range: $16-18/hour  
 
Expected Schedule: Fulltime, 8:00 am to 5:00 pm 
 
General Statement of Duties:  

 Responsible for executing routine administrative procedures necessary to the efficient 
functioning of Stephens Farm @Adeo.  

 This position works with people of various backgrounds and must be able to interact 
respectfully and professionally with a diverse workforce.  

 This position works in a team environment and must be able to work independently, 
exercise good judgement and excel at collaboration.  

 Ability to multi task in a fast paced, dynamic environment. 
 
Level of Responsibilities  

 Supervision Received: Stephens Farm Program Administrator 
  

Duties and Responsibilities  
Administrative Support  

 Answer phones, obtain and provide accurate information as requested, direct calls to 
appropriate personnel, follow up with callers as needed and document accurately 

 Create, photocopy and distribute documents as requested 
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 Assist with filing as requested 

 Prepare/coordinate mail, faxes and packages for residents and the organization 

 Serve as the first point of contact for all visitors and ensure all check-in protocols are 
followed 

 
Supplies – Collaborate with Executive Assistant to order, track and maintain inventory of 
medical and non-medical supplies. 
 
Meetings – Provide a full range of support for meetings that are held at SF, including 
assistance with scheduling, audio visual equipment, supplies and food and beverage needs. 
 
Special Projects - Provide comprehensive support for other special projects as needed. 
 
Other duties as assigned. 
 
 
Qualifications  

 High school diploma or equivalent. 

 Two years administrative experience. Healthcare experience preferred. 
 
Special Requirements 

 Excellent telephone skills 

 Excellent interpersonal skills 

 Ability to maintain confidentiality when required and exercise good judgment and 
discretion in all interpersonal interactions 

 Accurate typing and computer skills 

 Ability to speak, read and write English 

 Fluency in Spanish is a plus 

 Must submit proof of COVID and influenza vaccines before start date  
  

Physical Requirements  

 Lift to shoulder height, carry 25lbs occasionally  

 Lift, carry, push, stand, walk, reach, sit, and crouch 

 Possess visual and auditory acuity 

 Ability to tolerate sitting for 6-8 hours  
 

  
Contact Chris Montoya at cmontoya@adeoco.org if interested. 

All candidates must provide proof of COVID and Flu vaccine at orientation if offered 
the position. All employees are required to use masks, regardless of vaccine status, 
when in the Stephens Farm buildings. TB test is required within 30 days if selected for 
this position.  

We are committed to providing an environment of mutual respect where equal 
employment opportunities are available to all applicants without regard to race, color, 
ancestry, religion, sex, national origin, sexual orientation, age, citizenship, marital 
status, disability, gender identity or Veteran status. Reasonable accommodations may 
be made to enable individuals with disabilities to perform the essential functions. We 
consider qualified applicants regardless of criminal history, consistent with legal 
requirements. 
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