
Job Title: Office Assistant 

Department: Administration 

Employment Class: Full-Time 

Pay Type: Hourly, Non-Exempt 

Pay Range: Depending on Experience 

Hours: Monday through Friday, 8 am-4:30pm 

SUMMARY 

This position requires a positive attitude and outgoing personality. The primary responsibility is 
to provide exceptional support to your team and our customers, with the intent of always trying 
to make the company a better place to work and do business with. You will assist the operations, 
sales, installation and accounting departments in various clerical tasks. 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

 Answer phones and route calls to the appropriate team members 
 Greet visitors as they come into our facility 
 Provide administrative support to the team 
 Handle meeting tasks and delegation of post-meeting activities 
 Travel coordination for operations and installation teams 
 Assist in various HR tasks – on boarding, open enrollment, job postings and potential 

phone screenings, etc. 
 Assist in event planning/coordination/registration/communication and vendor visits 
 Recording and receipt reconciliation for company credit card charges 
 Varying personal and professional tasks 
 Office supply ordering 
 Uniform supply ordering and tracking 
 Serve as backup up by assisting orders team with order entry and procurement as needed 

QUALIFICATIONS AND REQUIRED COMPETENCIES 

To perform this job satisfactorily, an individual must be able to perform each essential duty 
satisfactorily and in a timely manner. You must also: 

 Be reliable and punctual 
 Present a professional image for the company 
 Possess exceptional organizational skills and pay close attention to details 
 Have strong interpersonal skills which should include excellent communication skills 

both written and verbal 



 Be very proficient, quick and comfortable with personal computer navigation and 
operation 

 MS Office 2010 expertise is required 
 Ability to effectively prioritize and execute tasks in a high-pressure environment 
 Preference for working in a team-orientated, collaborative, open floor plan environment 
 Ability to apply common sense understanding to carry out detailed written or oral 

instructions. 
 Basic mathematical skills required 

 
SUPERVISORY EXPERIENCE 

This job has no supervisory responsibilities. 

Certificates, Licenses, Registrations, Experience 

Valid Driver’s License 
High School Diploma or GED equivalent required 

3 to 5 years business experience 

1 – 2 years purchasing experience preferably in a project-based organization 

 


