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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued



Administrative Assistant – Sales & Marketing

	Job Title:
	Administrative Assistant – Sales & Marketing
	FLSA Status:
	

	Department:
	
	Reports To:
	Executive Director

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Administrative Assistant provides administrative clerical support to the Vice-President, Sales, Regional Managers, and Sales & Advertising Administrator.

Essential Duties and Responsibilities

This list of duties and responsibilities is not all-inclusive and may be expanded to include other duties and responsibilities, as management may deem necessary from time to time.

1. Prepares correspondence and reports, some of which may contain confidential information.

2. Edits documents for correct grammar, spelling, punctuation, and content.

3. Prioritize, respond to and flag incoming phone calls and e-mail messages.

4. Take accurate messages.

5. Open, prioritize, and sort incoming mail.

6. Handle priority mail in manager's absence.

7. Contact and follow up with appropriate employees.

8. Process plans and specification invoices.

9. Process sales expenses.

10. Send requested marketing materials to sales representatives.

11. Prepare shipping requests.

12. Send mass faxes, e-mails or merge documents.

13. Process faxes or e-mails requiring immediate attention in manager's absence.

14. Set up meetings and organize lunches.

15. Contact representatives regarding assignments.

16. Manage manager's calendar.

17. Notify managers of schedule changes or cancellations.

18. Prepare correspondence and warranties for Contract Specialists.

19. Maintain macros, templates, and other department documents.

20. Maintain vacation records and prepare monthly vacation reports.

21. Create power/points for seminars.

22. Organize and maintain hard copy and computer files.

Marginal Duties

· Order office supplies.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

High school diploma or general education degree (GED), and two to three years of related experience.
Other Qualifications

Requires the ability to operate various office equipment to include a computer, copier, and/or fax machine.  Requires a familiarity with word processing, database, spreadsheet and graphics software.  Ability to comprehend and compose various documents.
Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
	Employee Acknowledgment
	
	Date:
	

	The above statements reflect the general details necessary to describe the principle functions of the occupation described and shall not be construed as a detailed description of all the work requirements that may be inherent in the occupation.


This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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