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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



Executive Assistant

Sample 1

	Job Title:
	Executive Assistant
	FLSA Status:
	Non-exempt

	Department:
	Administration
	Reports To:
	Chief Financial Officer

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

The Executive Assistant is responsible for providing administrative support to the CFO/Treasurer, Trustees, Board of Directors and beneficiaries.  S/he is also responsible for supervising the front office.

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. Provides administrative clerical support for CFO/Treasurer, Shareholders, Board of Directors, Trustees and beneficiaries.

2. Manages and supervises front office including Receptionist, e-mail and faxing responsibilities.

3. Attends board meetings and takes and transcribes meeting minutes.  Distributes meetings minutes to all shareholders.

4. Oversees company keys by tracking key distribution, getting keys returned when appropriate and getting new keys made.

5. Is responsible for company copy equipment.  Evaluates necessity of equipment, purchases and gets equipment serviced as appropriate. Coordinates necessary training and updates on equipment.

6. Acts as Notary Public for company.

7. Establishes proper company record retention guidelines and assure proper record filings.

8. Makes company donations as directed.

9. Receives and obtains approval for employee expense reports.

10. Reconciles monthly bank statements and files as appropriate.

11. Approves and tracks various AP invoices.

12. Tracks and approves company utility bills.

13. Files Journal entries.

14. Operates company switchboard during early morning and lunch times.

15. Tracks company credit cards and makes bank deposits as required.

16. Delivers payroll checks.

17. Executes profit sharing wire transfers as directed.

18. Obtains cash receipts via the Internet.

19. Enters AR cash receipts into computer.  

20. Acts as backup for Receptionist and Office Assistant.

Supervisory Responsibilities:

The Executive Secretary directly supervises and provides work direction for the positions of Receptionist and Office Assistant.

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

· Requires education generally equivalent to an Associate’s Degree.

· Requires 3 months to 12 months of administrative experience.

· Requires mathematical skills that require the ability to add, subtract, multiply and divide.

· Requires a strong knowledge of Microsoft Office Applications including Excel and Word.

· Requires effective oral and written communication skills in order to supervise and interact with all employee levels within the company.

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.  The phrases “occasionally,” “regularly,” and “frequently” correspond to the following definitions:  “Occasionally” means up to 1/3 of working time, “regularly” means between 1/3 and 2/3 of working time, and “frequently” means 2/3 and more working time.)

While performing the duties and responsibilities of this position, the employee is occasionally required to stand, walk, sit, climb, reach above shoulders, and move from place to place.  The incumbent is frequently required to talk and listen and use hands to finger or handle.  Specific vision requirements for this position include close vision and the ability to adjust focus.  

The incumbent will occasionally be required to lift up to 25 pounds.

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.

The employee works in an office environment where the noise level is moderate.  Occasional trips to manufacturing areas will be required, and occasional travel for company business is also required.

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

	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.


Sample 2

	Job Title:
	Executive Assistant
	FLSA Status:
	

	Department:
	President’s Office
	Reports To:
	President

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Assigned as a personal secretary to the President.  Does work of a highly confidential nature and receives a minimum of detail supervision and guidance.  Performs a variety of administrative support duties, including preparing reports, making travel arrangements and screening callers.

Essential Duties and Responsibilities

21. Performs a variety of administrative support duties for the President. 

22. Provides administrative support to Board of Directors including travel arrangements and reimbursements.   

23. Makes arrangements for quarterly board meetings and Board Retreats as it relates to meeting space, invitations, lunches, dinners, etc.  Prepares and maintains Board meeting agendas and files.

24. Receives telephone calls, personal callers and incoming mail.  Responds or refers inquiries as appropriate.

25. Maintains calendar, appointments and makes travel reservations for the President. 

26. Maintains files and corresponds with management concerning service awards for employees.  Prepares speech materials and presentations for conferences and meetings.  Also prepares presentations for in-house meetings and community meetings.
27. Assists in the preparation of the President’s Office budget.  Maintains corporate documents, committee charters and organizational charts.

28. Maintains and distributes conflict of interest questionnaires annually to Directors, Officers and responsible employees.
29. Transfers files for review of quarterly Board Meeting materials and special requests and department audits.
30. Performs other duties as requested.

Knowledge and Skill:
Associate’s degree preferred.  Must have a general knowledge of home office routines and operations. Minimum of five years of relevant experience.

Physical Demands

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.  

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.

The employee works in an office environment where the noise level is moderate.

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

	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.


Sample 3

	Job Title:
	Secretary-Executive Assistant
	FLSA Status:
	

	Department:
	Administration
	Reports To:
	Office Manager/Executive Manager

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Assigned as a personal executive assistant to the executive in charge or the office manager. Performs varied administrative duties. Does work of a confidential nature and receives a minimum of detailed supervision and guidance.

Essential Duties and Responsibilities

31. Provides a variety of administrative support including some sensitive and confidential situations.

32. Receives telephone calls, emails, incoming mail and answers routine requests.

33. Maintains calendar, appointments, makes travel reservations and processes travel expenses.

34. Assists in preparing various reports, including quarterly and annual reports to the Board of Directors.

35. Reviews bi-monthly sales meeting reports, prepares checks and maintains records.

36. Prepares computer presentations and assists in setting up copy for speeches as needed.

37. Maintains records and makes arrangements related to a variety of district and regional management programs, awards and banquets.

38. Acts as team leader for department support staff including handling escalated issues and problems.

39. Processes time cards and maintains attendance records for staff.

40. Coordinates the purchase and presentation of retirement gifts.

41. Performs other duties as requested.

Knowledge and Skill
Associate’s degree or equivalent experience.  Must have a general knowledge of agency routines and operations. Minimum of five years of relevant experience.  

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.

While performing the duties of this job, the employee is frequently required to sit; talk or hear; and use hands to handle, or touch objects or controls.  The employee is regularly required to stand and walk.  On occasion the incumbent may be required to stoop, bend or reach above the shoulders.  The employee must occasionally lift up to 25 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.

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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