Job Description 

Date                                             
Job Title Administrative Assistant
Employer       
Contact Person       
Contact Number      
Work Hours per Day        Days per Week              
Percent of Time Spent:







Comments

	
Sitting:

90%
	     

	
Standing:
5%
	     

	
Walking:
5%
	     


For the following: Never 0% of time; Occasionally 1% – 33% of time; Frequently 34% - 66% of time; Continuously 67% - 100% of time

While working, the employee must:
	
	
	Frequency
	Comments

	A.
	Hand/Wrist Work
	
	     

	B.
	Grasping
	
	     

	C.
	Pushing/Pulling
	
	     

	D.
	Fine Manipulation
	
	Keying, mousing,

	E.
	Reaching
	
	     

	F.
	Bend
	
	     

	G.
	Kneel
	
	     

	H.
	Squat
	
	     

	I.
	Climb
	
	Climbing stairs

	J.
	Lift 01-10 lbs
	
	     

	
	Lift 11‑20 lbs
	
	     

	
	Lift 21‑50 lbs
	
	     

	
	Lift 51-70 lbs
	
	     


General Description of the Job:

Clerical position providing administrative support for assigned personnel.  Requires writing, sorting, filing, scheduling, and computer input activities. 
Essential Functions of the Job:
Transcribes and/or edits a variety of memoranda, correspondence, informational materials or other documents.  Prepares routine communications, formal reports, mass mailings, etc.  Coordinates document reviews, revisions, signatures, reproduction and dissemination as requested.  Maintains office supply and equipment inventories by identifying needs, preparing supply orders, and stocking supplies according to purchasing policies and procedures.  Answers telephones and directs calls as applicable to assigned personnel.   
Types of Machines, Tools, Special Equipment:

computers, printers, telephones, copiers, fax machines
Vehicles or Moving Equipment Operated:

NA
