Job Description

Employee:






Effective Date: 
Supervisor:






Pay Rate: 

Position: Office Assistant




Classification: 

Job Description

The Office Assistant is responsible for providing support for the corporate office and staff and overseeing all general office and administrative duties. The Office Assistant is also responsible for overseeing the Massage and Nutrition Programs. This position requires the incumbent to work both independently and effectively with customers and other staff to achieve and maintain the excellent standards set forth by the company.

Job Components

· Oversee Office Administration, Organization and Cleanliness

· Process BootCamp Registrations (by phone and manual form)

· Assist in BootCamp Flyer Creation, Replication and Distribution

· Create and Distribute BootCamp Rosters

· Navigate and Update BootCamp Website

· Responsible for Online Payments and Entering Payments by Check

· Assist Community BootCamp Manager in periodic BootCamp Instructor Evaluations

· Oversee Management Company Massage & Nutrition Programs

· Oversee Massage and Nutrition Schedule, Find Coverage When Needed

· Create and Keep up to date Massage and Nutrition Bulletin Boards at Corporate Sites

· Order all supplies for Massage and Nutrition Programs

· Assist in Promoting and Marketing Massage and Nutrition Programs at Corporate Sites

· Verify Therapists and Nutritionist are Licensed and Certified based on City Ordinance

· Retrieve and Distribute Mail on a Daily Basis

· Inventory Office Supplies on a Regular basis. Place orders when necessary

· Oversee office machines (add paper to printers/faxes, empty shredder, etc)

· Send Employee Birthday and Anniversary Cards on a Weekly Basis

· Assist with Marketing Efforts and Mass Mailings

· Assist with special projects when available

· Assist President with invoice matching on a monthly schedule

· Assist Corporate Sites with Desk Coverage and Special Projects if Necessary

Job Requirements

· General office experience

· Fitness experience a plus

· Proven ability to deliver high quality customer service and support

· Proficiency with standard word processing, spreadsheet, and database software

· Excellent organizational skills

· Excellent written and verbal communication skills

· Professional, enthusiastic, team-oriented attitude

· Ability to multi-task, complete detail-oriented tasks, and work independently

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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Employee Signature


Date

Supervisor Signature
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