HEALTHCARE SERVICES GROUP

JOB DESCRIPTION


	Employee Name:
	
	Job Title:
	Administrative Assistant

	Date Written/ Revised:
	01-31-2022
	Full-Time _____

Part-Time: _x__

       Hours: 20/wk
	

	Department:
	Marketing, Communications, and Information Systems
	Location:
	Jefferson City, MO


	Reports To:
	Becky Branson
	Supervisor Title:
	Vice President-Marketing, Communications and information Systems

	
	
	
	






JOB PURPOSE:


Provide a variety of general office tasks in support of the various departments within the organization.





ESSENTIAL DUTIES: (What needs to be done to achieve the desired results of your job? Include management and leadership responsibilities for work team leaders.)


Answer main phone line in a professional and courteous manner.  


Greet visitors, vendors and others who come into the office.  


Maintain sign in sheet for visitors, vendors, and meetings. 


Receive and distribute mail; prepare material for mailing.


Order and maintain office and cleaning supplies.


Order print material from Brown Printing.


Maintain and balance petty cash.


Maintain employee snack drawer.


Prepare and take down rooms for board meetings and other meetings, as necessary. 


Organize board-meeting Minutes.


Collect and organize correspondence for board proxies.


Organize, order, and pick up meals for inhouse meetings. 


Coordinate and organize Employee Appreciation Day and Christmas Party.


Organize gifts for Board Members and Employees.


Assist Director of Administration and Human Resources with Board Retreat:


Correspond with Board Members to update bios


Book, Name Tags, Thank You Notes, and Table Tents


Assist with Christmas gifts and Golf Tournament.


Assist other departments in office duties as assigned.


Assist with data entry and data validation.


Pursue personal development of skills and knowledge necessary for an effective performance of the role. 


Perform other duties as assigned.











GENERAL DESCRIPTION:  (How would you describe this job to someone who has never done it?


This position includes general office skills for a variety of tasks. The position requires the ability to work with diverse personalities, as tasks will be performed for departments throughout the organization.








MINIMUM REQUIREMENTS:


High school diploma or equivalent, and two years of related work experience; or any equivalent combination of education, experience, and training that provides the required knowledge, skills, and abilities to do the job.


General office practices providing quality services in a cost-effective manner.


Communicate effectively with the public and employees in a professional, pleasant, concise, courteous manner.


Demonstrate keyboarding proficiency as required by specific job duties.


Working knowledge of and experience with computer software including Microsoft Office and other office equipment.


Ability to maintain confidential and sensitive information.


Demonstrate record of good work attendance and reliability.





I have reviewed and determined that this job description accurately reflects the position.





______________________________________________	______________________________________________


Supervisor Signature           		       Date		Employee Signature			            Date





The above declarations are not intended to be an all-inclusive list of the duties and responsibilities of the job described, nor are they intended to be such a listing of the skills and abilities required to do the job.  Rather, they are intended only to describe the general nature of the job.








