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This is a full-time, FLSA, non-exempt, non-supervisory position reporting to, and at the direction of, the 

Administrative Director. Under minimal supervision, this position is expected to perform confidential 

human resources and administrative-related tasks, meet training and performance management 

initiatives, etc. Individuals assigned to this position will have a commitment to professionalism, be 

attentive to detail, demonstrate a high degree of accuracy, manage work-flow deadlines, keep work 

organized and easily accessible, think independently and problem-solve, be discrete and confidential in 

handling job responsibilities. In addition, individuals assigned to this position must have the ability to 

develop good relationships with all personnel and work effectively with a diverse group of employees and 

the public. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

The essential duties and responsibilities may include, but are not limited to, the following. 

Core Administrative Support Duties 

These are the minimum expectations for ALL Administrative Support Staff, regardless of assignment. 

• Provide independent administrative support: arrange meetings and coordinate schedules; prepare

confidential correspondence, comprehensive reports, surveys, and memorandums; attend meetings

and provide accurate meeting minutes. Responsible for compiling, summarizing, and reporting

findings which may include providing recommendations. May assist with miscellaneous desktop

publishing and computer-generated audio/visual production. Provide primary administrative support

for an assigned division.
• Receive incoming telephone calls for employees and the public using professional and courteous

phone etiquette and with sensitivity to the diversity of a multi-cultural audience. Respond to and

answer questions and requests within the realm of authority and forward calls to appropriate

personnel.
• Maintain accurate, complete, and easily accessible paper and electronic records and filing systems,

including confidential documents. Ensure that the integrity of the information is maintained.
• As assigned, may participate in the Strategic Plan process establishing and tracking annual goals and

objectives.
• Serve as liaison to other divisions and departments.
• As dictated by staffing needs, serve as backup support to various administrative positions.
• On a regular basis, exercise administrative judgment and assume responsibility for decisions,

consequences, and results having an impact on individuals, the organization, and the quality of service

within the assigned area. Responsible for keeping the supervisor informed of any issues that may have

an adverse impact on the division or the Department so that undue escalations can be avoided and

proactive solutions considered.
• Know and interpret the formal and informal Departmental goals, standards, policies, and procedures,

safety rules, and administrative and financial procedural manuals for the area of assignment.
• As needed, welcome guests and customers in person and over the telephone in the absence of the

receptionist due to lunch, breaks, vacations, or leaves.
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