CARLSON CENTER

Job Description

Job Title:
Administrative Assistant
Department: 
Administration

Reports To: 
General Manager
FLSA Status: 
Non-Exempt

Summary Assists customers, clients, event staff, tenants, employees and the general public by providing a presence in the front office reception area as well as operating a multi-line telephone system to answer incoming calls and providing information.  Specific customer service efforts and employee assistance will be demonstrated in the following ways.
Essential Duties and Responsibilities include the following. Other duties may be assigned.

Answers incoming telephone calls, determines purpose of callers, and forwards calls to appropriate personnel or department.

Answers questions about the organization and provides callers with directions to, and information about, events at the facility.

Monitors and welcomes on-site visitors, determines nature of business, announces visitors to appropriate personnel, directs visitors as needed.

Assists General Manager and department managers with general administrative support as required.  Specific administrative assistance is required relative to tradeshow preparation, data entry, and data gathering tasks.

Prepares event files and fact sheets relative to event - update and document activity.

Assists with Event Contract creation, tracking, and distribution.

Performs Avaya telephone system operations, updates, and functions.  

Distributes monthly reports, event calendars, and press releases.

Orders, receives, and maintains office supply inventory.

Receives, sorts, and routes mail and publications.  Scans newspaper and maintains scrapbook.

Lists all checks, credit card transactions and cash received on the Cash Receipts Log.   Logs applicable payments received onto the Trade show spreadsheets.  At end of day, log in the payment spreadsheet each day’s payments then route checks, spreadsheet and copy of log to the Accounting Office.  Batch credit card machine daily and forward to Accounting Office with payment receipts.
Understands features, maintains paper tray supply, and assists users with fax, copy machine, and printers.  Sends, retrieves, and routes faxes.  Maintains and updates current supply of fax cover sheet forms.

Creates memos, correspondence and develops reports, projects and other documents when necessary or when directed by GM or other department heads.
Review timesheets and entries in E-time for payroll purposes.

Sort invoices, distribute when necessary to appropriate managers for approval.

Ensure that purchases over $100.00 have a purchase order authorizing the purchase.

On a weekly basis, process a check run ensuring that invoices are paid in a timely manner, based upon the direction of the Accounting Manager.

File check copies and back up in appropriate files. 

Provide support to the Box Office Manager to include: selling tickets, printing and returning tickets, comps and consignments to the Ticketmaster system.

Performs other administrative duties as needed, including preparing file folders, filing, typing, photocopying, and collating.

Supervisory Responsibilities                   




This job has no supervisory responsibilities.

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. Must be 18 years of age or older. 
Education and/or Experience                   




High School diploma or G.E.D. 

Two years related experience and/or training; or equivalent combination of education and experience



Ability to use all office equipment, computer, calculator, fax machines, copy machines, two-way radios



Good customer service and public relations skills



Excellent oral, written and interpersonal skills



Detail oriented and capable of undertaking projects and reports as directed by management.

Ability to multi-task, work unsupervised, and to function both independently and as a team member

Computer Skills                   



To perform this job successfully, an individual should have knowledge of Word Processing and Spreadsheet Software.

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.
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