Employee:





Effective Date: 

Supervisor:





Pay Rate:


Position:
Executive Assistant


Classification:  
Part-time, Non-exempt

Job Description

The Executive Assistant is a highly visible position providing support for all areas of management company. The Executive Assistant performs a variety of secretarial duties, such as typing reports and memos, maintaining computer based and paper files, answers office inquiries, and performs administrative tasks. The Executive Assistant also performs special projects of a moderate to highly skilled nature. The Executive Assistant records employee information such as personal data, compensation and benefits information. Examines employee files to answer questions from authorized individuals. May answer phones and perform other clerical duties. This position is fundamental to the success of management company. and the incumbent must be committed to the development and growth of the company.

Job Components
· Typing reports and memos

· Maintaining computer based and paper files

· Answering office inquiries via phones and email

· Performing all administrative tasks and special projects

· Recording and maintaining employee personal data, compensation, and benefits information

· Birthday month audits

· Administrative tasks

· Answering incoming phone calls and maintain protocol for documenting information

Job Requirements

· Enthusiastic attitude and desire to work as a team member

· General administrative experience

· Excellent verbal and written skills

· Excellent organizational skills

· Ability to perform detail oriented functions, work independently, and multi-task

· High school education or above

· Willingness and desire to learn

This job description is not intended to be all-inclusive.  It is understood that the employee will also perform reasonable, related duties if requested by immediate supervisor or other management staff.
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