Title: Administrative Assistant I
Position #: 
Department:

Category: Non-Exempt

Reports to: (title & position number)
Date:   2002
Position Purpose

To provide basic administrative support to supervisors to increase office efficiency and to expedite and coordinate the work of others.

Key Accountabilities

General Office Support

· Types (word processing) correspondence, forms, manuscripts, etc.

· Sorts and distributes department/office mail. 

· Copies and collates materials and documents.

· Maintains inventory and orders office supplies as needed. 

Communication

· Answers phone and greets visitors.  Responds to inquires and provides information within established guidelines or refers to appropriate individual to address the needs of the inquiry.

· May update the department/office web page.

· Distributes flyers, posters, and mass mailings to publicize department activities.

· Communicates respectfully with a diverse community. 

Information Management

· Files department/office documents in accordance with established procedures.

· Performs basic data entry such as transferring written data into specified fields in a database.

Performs other duties as assigned.

Position Requirements

	· Skills & Knowledge

· Organizational skills.
· Accuracy and attention to detail.

· Basic computer skills

· Interpersonal skills
	· Experience

· One plus year of prior office experience.
	· Education

· High school degree or the equivalent.
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