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	Job Description

Job Title                                                                                                Date

Administrative Assistant
August 2017


	Department/Business Unit                                       Supervisor

Internal Operations
Chief Operation Officer


	Purpose of Job
An Administrative Assistant is the cornerstone of the Company. By managing back end tasks, schedules, and established organizational systems, the Administrative Assistant is essential to Company success. The individual must be task oriented and personable, as well as flexible. As the company generate revenue, incurs costs and grow the Administrative Assistant should be able to juggle multiple duties and accomplish them according to their importance.
Responsibilities
Teamwork – responsible for working together with a group of individuals cohesively towards a common aim and one that encourages commitment – active listening, participates in conference calls and meetings, open communication, and blending of each others’ strengths
Business Organization – responsible for the scheduling of self and team members – scheduling business meetings between potential clients and team members – reminders of important events, meetings and due dates – guiding the team to be more efficient with time.
Social Media – responsible for social media content generation and regular postings ​– accurately capturing the voice and mission of the Company – cultivate and curate the Company’s social media presence and community.

Multi-tasking skills – must be able to do several things with constant interruptions – manage general telephone and customer inquiries, and handle supply orders for the company.  
Administrative Support – perform data entry, type correspondence, meeting notes / dictation, and reports, file papers and electronic documents, operating office equipment such as photocopier, mail machine, fax machine…etc.   
Job Qualifications
Bachelor’s degree desired
Administrative experience preferred
Excellent communication skills
Excellent interpersonal skills, project a professional appearance, an energetic personality

Strong belief in customer service and professionalism

Superior multi-tasking skills

Knowledge and experience using Microsoft Word, Excel, Outlook, and the internet

Works well in a team environment
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