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JOB DESCRIPTION


Job Title:	Administrative Assistant 

Department:	Accounting 

Reports to:	Chief Financial Officer


SUMMARY  
To provide administrative support to the Executive Committee, Sales Department, Human Resources and other Departments as needed. 

ESSENTIAL DUTIES AND RESPONSIBILITIES include but are not limited to the following.  Other duties may be assigned as needed. 

Executive Assistant
· Prepare communications, such as memos, power points, emails, reports and other correspondence and documents.
· Maintain outlook calendars for CEO/President and other Senior Leadership Team members as needed.
· Assist with project needs of CEO/Present and other members of the Senior Leadership Team
· Coordinates all arrangements and accommodations for travel including detailed itineraries for the entire company.
· Coordinate meetings: including ordering lunches, scheduling meeting rooms, preparing agendas, etc.
· Organizes and coordinates all planning for company tours.
· Communicates and interacts with internal and external clients in a professional manner.
· Assist Sales with client proposals (RFP’s, RFI’s RFQ’s).
· Act as the Events Committee Facilitator. Coordinating committee meetings, setting deadlines, creating tasks lists and supporting group collaboration.
· Backup for Receptionist
· Assist HR Manager as needed.
· Promotes positive employee relations through communication, follow-up, visibility, accessibility, and special event participation/planning in a manner that contributes to good employee relations and strengthens employee morale.
· Other duties as assigned.


QUALIFICATIONS

· High school diploma or equivalent.
· Excellent written and verbal communication skills.
· Professional attitude and appearance.
· Excellent organizational and time management skills
· Detailed oriented, dependable, and able to handle multiple priorities with a high degree of flexibility.
· Minimum of 3 years administrative assistance experience.
· Advanced Microsoft Office and PowerPoint Skills.

PHYSICAL REQUIREMENTS
· Constant strong communication, sitting, and working on a computer.
· Frequent walking & standing.
· Occasional lifting 20+lbs, pulling, pushing, bending, reaching, kneeling, stooping, climbing stairs.

Occasional: Occupation requires this activity up to 33% of the time (0 - 2.5 hrs./day of 8-hour day)
Frequent: Occupation requires this activity from 33%-66% of the time (2.5 - 5.5+ hrs./day of hour 8-hour day)
Constant: Occupation requires this activity more than 66% of the time (5.5+ hrs./day of 8-hour day)
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