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Administrative Assistant 

                                                                                       
                                                     Sample Job Description #2
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Summary of primary job functions 

This employee fulfills receptionist duties, provides administrative support to the executive director and manages the accounts payable complete to checks. 

Duties and responsibilities

General 

· Answers incoming calls on the office main line. Deal with inquires and re-directs calls appropriately

· Initiates outgoing calls as required

· Collects and distributes incoming mail

· Frank and send out all outgoing mail

· Greets all guests, ensures they are comfortable while advising appropriate staff that guest is waiting

· Handles communication by telephone, fax and email. 

· Is responsible for photocopying and all filing 

· Records minutes of meetings when requested by the executive director and distributes and files same

· Participates in maintaining a binder of current administrative procedures

· Helps to keep the office and waiting areas neat

· Maintains chronological files of all incoming and outgoing mail

· Archives files

· Receives donations of cash and in-kind

· Directs cash, and in-kind receipts to Database Administrator for recording in database 

· Assists in the production of Thank you letters from the in-kind books (site and administration office) 

· Provides database entry and back-up

· All other tasks required for the smooth and efficient running of the office

· Cleans and maintains computer equipment

Administration 

· Provides administration support to the executive director as required

Accounting 

· Accounts payable complete to checks 

· Checks bank deposit and takes deposit to the bank

Qualifications 

· Office Administration certificate from a recognized educational institution and two years related experience 

· Ability to flex time as required

· Clear criminal record check

· Requires personal vehicle 

Hours of Work 

· 8 a.m. – 4 p.m. Monday - Friday 
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