LOGO
Position:  Administrative Assistant
 Reports to:
Executive Director


    
  Exempt    
X   Non-exempt

Revision date:
May, 2019





Reason position exists:

· To manage daily office operations
· To greet callers and visitors
· To assist with accounting duties
Key Result Areas:  
The primary accountabilities for the position include:
1. Description of Accountability #1
· Activity 1
· Activity 2

· Activity 3
2. Description of Accountability #2 

· Activity 1
· Activity 2

· Activity 3
3. Description of Accountability #3
· Activity 1
· Activity 2

· Activity 3
4. Positively contribute to WLA’s mission, culture and values client specific values
· Help to create a community of services, skills and support to people with vision loss.

· Make decisions in the best interest of clients, students and VLR
· Offer hospitality to every visitor and to each other
· Demonstrate VLR values in every interaction:  community, service, respect and innovation
I will have performed my job well when I:
1. Provide timely, high quality work
· Job Specific 1
· Job specific 2
· Job specific 3
· Respect boundaries and follow agency and regulatory policies

2. Contribute to the team
· Assist other employees and departments willingly

· Share relevant information with coworkers
· Follow all agency and regulatory policies and procedures

3. Contribute to the mission

· TYPE IN COMPANY VALUES
· Contribute positively to ABC’s culture and work environment
· Demonstrate ABC core values in every interaction: community, service, respect, and innovation
Physical Demands
· The physical demands are that of a typical office environment.  Ability to do continual computer work and sit for long periods of time.  
· Occasionally required to walk, stoop, bend, reach overhead

· Must be able to lift 20 lbs. on an occasional basis
Education and Experience
· High school diploma, GED or equivalent math and reading skills of a high school graduate

· Prior purchasing experience helpful
· Strong attention to detail
· Intermediate level computer / data entry skills

Attributes: 

· Strong commitment to the  mission 

· Good problem solving and analytical skills
· Strong communication skills and professionalism with diverse people and organizations
· Initiative and a commitment to ongoing improvement.
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