
 

  

Functional Title:   Office Assistant 
 

Position Location: Intermountain Lacrosse at 676 W Confluence Ave, Murray UT 
 

Job Level:  Entry level with some experience preferred 
 

Pay Opportunity: Part Time - $10-$12 per hour  
 

Hours:  Monday – Friday 12:00pm -6:00 pm.  

Some evenings and weekends 

 

Intermountain Lacrosse is seeking an Office Assistant to support the operations of its Murray 

office. Applicants should be detail oriented, organized and enjoy working in a team environment. 

 

Job Description:  This individual will support the office staff in the daily operations of the 

office.  This person will take initiative and be able to follow through and stay on top of daily 

tasks and projects.  Must be able to work independently as well as part of a team. This position 

will report to the Director. 

 

Job Responsibilities:  The Office Assistant will be responsible for maintaining the 

Intermountain Lacrosse afternoon office hours and act as the primary contact during these hours. 

With moderate supervision this person will perform routine office support functions such as 

greet visitors, answer and screen incoming calls, screen and prioritize mail and other office 

needs, assist Staff, help maintain IMLAX website, coordinate and distribute list serve emails, 

register players, coordinate volunteers, oversee equipment rentals, prepare reports, maintain and 

access on-line databases to obtain information, respond to e-mail requests from participants, 

coordinate logistics and assist with meetings, typing, filing, equipment preparations and other 

staff functions.  This person will interact with the public to give out accurate league information 

and details on upcoming lacrosse events and opportunities. 

 

Requirements:  High School diploma or equivalent.  A strong competence is needed in MS 

Word, Excel, Outlook and Internet functions. Website experience very helpful. Excellent 

communication and interpersonal skills are required to answer the phones in a professional 

manner, as well as patience and ability to respond to and perform repetitive tasks and requests.  

Excellent organizational skills are required.  Attention to detail and focus on accuracy is 

important.  This person needs to be a strong team player.  An ability to multi-task and flexibility 

to change priorities as needed is a must.  Must be self-motivated and interested in learning new 

skills.  A broad working knowledge of standard office equipment and experience in an office 

environment is preferred. 

 

About Intermountain Lacrosse:  IMLAX is a non-profit organization that runs lacrosse 

leagues, clinics, and training opportunities for youth, men and women.  We interface with 

recreation departments, schools and other sports groups throughout the State of Utah.  

Intermountain Lacrosse is committed to fostering and promoting the sport of lacrosse played in 

Utah and is an equal opportunity employment organization. 

 

How to Apply:  Please email resume to niki@imlaxutah.org 

 

Resume’s will be accepted via email through February 2, 2018.  

Tel: 801-590-9950 

Web: www.imlaxutah.org  

http://www.imlaxutah.org/

