
Job Description 

Administrative Assistant 

 

Summary 

Compiles and maintains records of business transactions and office activities of establishment by 

performing the following duties. 

 

Essential Duties and Responsibilities  

include the following:  

Retrieves messages from voice mail and forwards to appropriate personnel. 

Answers incoming telephone calls, determines purpose of callers and forwards calls to appropriate 

personnel or department.  

Takes and delivers messages or transfers calls to voice mail when appropriate personnel are 

unavailable 

Answers questions about the organization and provides callers with address, directions, and other 

information as appropriate 

Greets and assists visitors, determines the nature of business and announces visitors to appropriate 

personnel. 

Monitors visitor access and issues passes when required 

Updates appointment calendars  

Maintains copy machine, assists users, makes copies and routes incoming copies.  

Maintains the organization of files. 

Assists with lunches as assigned 

Assists with admissions as assigned 

Other duties may be assigned as necessary 

 

Competencies  

To perform the job successfully, an individual should demonstrate the following competencies: 

➢ Use of Technology - Demonstrates required skills; adapts to new technologies; troubleshoots 

technological problems; uses technology to increase productivity; keeps technical skills up to 

date. 

➢ Job Knowledge - Competent in required job skills and knowledge; exhibits ability to learn and 

apply new skills; keeps abreast of current developments; requires minimal supervision; displays 

understanding of how job relates to others; uses resources effectively. 

➢ Analytical - Synthesizes complex or diverse information; collects and researches data; uses 

intuition and experience to complement data; designs work flows and procedures. 

 

➢ Design - Generates creative solutions; translates concepts and information into images; uses 

feedback to modify designs; applies design principles; demonstrates attention to detail. 

➢ Problem Solving - Identifies and resolves problems in a timely manner; gathers and analyzes 

information skillfully; develops alternative solutions; works well in group problem solving 

situations; uses reason even when dealing with emotional topics. 



➢ Customer Service - Manages difficult or emotional customer situations; responds promptly to 

customer needs; solicits customer feedback to improve service; responds to requests for 

service and assistance; meets commitments. 

➢ Communications - Expresses ideas and thoughts verbally; expresses ideas and thoughts in 

written form; exhibits good listening and comprehension; keeps others adequately informed; 

selects and uses appropriate communication methods. 

➢ Cooperation - Establishes and maintains effective relations; exhibits tact and consideration; 

offers assistance and support to co-workers; works cooperatively in group situations; works 

actively to resolve conflicts. 

➢ Managing Customer Focus - Promotes customer focus; establishes customer service standards; 

provides training in customer service delivery; monitors customer satisfaction; develops new 

approaches to meeting customer needs. 

➢ Oral Communication - Speaks clearly and persuasively in positive or negative situations; listens 

and gets clarification; responds well to questions; demonstrates group presentation skills; 

participates in meetings. 

➢ Teamwork - Balances team and individual responsibilities; exhibits objectivity and openness to 

others' views; gives and welcomes feedback; contributes to building a positive team spirit; puts 

success of team above own interests; able to build morale and group commitments to goals 

and objectives; supports everyone's efforts to succeed. 

➢ Written Communication - Writes clearly and informatively; edits work for spelling and 

grammar; varies writing style to meet needs; presents numerical data effectively; able to read 

and interpret written information. 

➢ Leadership - Exhibits confidence in self and others; inspires and motivates others to perform 

well; effectively influences actions and opinions of others; accepts feedback from others; gives 

appropriate recognition to others. 

➢ Conflict Resolution - Encourages open communications; confronts difficult situations; maintains 

objectivity; keeps emotions under control; uses negotiation skills to resolve conflicts.  

➢ Diversity - Shows respect and sensitivity for cultural differences.  

➢ Ethics - Treats people with respect; keeps commitments; inspires the trust of others; works with 

integrity and principles; upholds organizational values. Organizational  

➢ Support - Follows policies and procedures; completes administrative tasks correctly and on 

time; supports organization's goals and values; benefits organization through outside activities; 

supports affirmative action and respects diversity.  

➢ Strategic Thinking - Develops strategies to achieve organizational goals; understands 

organization's strengths & weaknesses; analyzes market and competition; identifies external 

threats and opportunities; adapts strategy to changing conditions. Personal  

➢ Appearance - Dresses appropriately for position; keeps self well groomed.  

➢ Attendance/Punctuality - Is consistently at work and on time; ensures work responsibilities are 

covered when absent; arrives at meetings and appointments on time.  

➢ Dependability - Follows instructions, responds to management direction; takes responsibility 

for own actions; keeps commitments; commits to long hours of work when necessary to reach 

goals.; completes tasks on time or notifies appropriate person with an alternate plan. 

 

Qualifications 

 To perform this job successfully, an individual must be able to perform each essential duty 



satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 

required. Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

 

Education and/or Experience  

High school diploma or general education degree (GED); or one to three months related experience 

and/or training; or equivalent combination of education and experience. 

 

Language Skills  

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, 

and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak 

effectively before groups of customers or employees of organization. 

Mathematical Skills  

Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's.  Ability 

to perform these operations using units of American money and weight measurement, volume, and 

distance. 

Reasoning Ability  

Ability to apply common sense understanding to carry out detailed but uninvolved written or oral 

instructions.  Ability to deal with problems involving a few concrete variables in standardized 

situations. 

 

Computer Skills  

To perform this job successfully, an individual should have knowledge of  Database software;  Internet 

software; Microsoft Excel Spreadsheet software and Microsoft Word Processing software. 

 

Certificates, Licenses, Registrations  

CPR and First Aid; Safeguarding God's Children 

 

Physical Demands 

 The physical demands described here are representative of those that must be met by an employee 

to successfully perform the essential functions of this job. Reasonable accommodations may be made 

to enable individuals with disabilities to perform the essential functions. 

While performing the duties of this Job, the employee is regularly required to sit; use hands to finger, 

handle, or feel; talk or hear and taste or smell.  The employee is frequently required to reach with 

hands and arms.  The employee is occasionally required to stand; walk; climb or balance and stoop, 

kneel, crouch, or crawl. The employee must regularly lift and/or move up to 10 pounds, frequently lift 

and/or move up to 25 pounds and occasionally lift and/or move up to 50 pounds.  Specific vision 

abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth 

perception and ability to adjust focus. 

 

Work Environment  

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job. Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions. 

 The noise level in the work environment is usually moderate. 


