Job Description

ADMINISTRATIVE ASSISTANT

DEPARTMENT:




EXEMPT (Y/N):



SALARY GRADE:



REPORTS TO:






SUMMARY: 

Responsible for providing all necessary administrative, clerical and secretarial services to the Vice-President of Security and Security Department employees.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following:

· Composes, transcribes and types correspondence, memos, reports and other miscellaneous paperwork; prepares outgoing mail; files correspondence, reports and departmental records in appropriate files.

· Maintains the highest level of confidentiality within the department.

· Acts as a resource regarding departmental activities and operations for the Vice-President of Security and other department executives.

· Advises the Vice-President of Security of any relevant or important information pertaining to the responsibilities of the department or the operations of the company.

· Effectively resolves minor customer complaints with regard to security-related issues.

· Places and receives telephone communications in a cordial and helpful tone of voice, taking accurate messages as needed, and relaying same to the appropriate person(s).

· Schedules appointments for the Vice-President of Security.

· Greets visitors, ascertains nature of business, and escorts them to the appropriate individual in the Security Department.

· Organizes and maintains an accurate filing system of reports filed with the Security Department.

· Maintains statistical data for the Security Department, and prepares various reports with this information.

· Facilitates the flow of information throughout the property, by attending regularly scheduled departmental meetings.

· Responsible for maintaining a consistent and regular attendance record.

· Held accountable, to a high degree, for the accuracy and thoroughness of departmental records and reports.
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QUALIFICATION REQUIREMENTS: 

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 (GED) required.  Minimum of one-year secretarial experience, preferably in law enforcement or the legal field, required.


SPECIAL QUALIFICATIONS:

Must be computer-literate, with proficiency inappropriate software. Must possess excellent communication skills.


LANGUAGE SKILLS:

Ability to read and comprehend simple instructions, short correspondence and memos.  Ability to write basic correspondence.  Ability to effectively present information in one-on-one and small group situations, to customers and other Employees of the company.


MATHEMATICAL SKILLS:

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions, and decimals.


REASONING ABILITY:

Ability to apply commonsense understanding, to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables.

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 regularly required to talk or hear. The Employee is also regularly required to stand; walk; sit; and use hands to 
finger, handle, or feel objects, tools or controls.  The Employee is occasionally required to reach with hands and arms, and to sit; climb or balance; and stoop, kneel, crouch or crawl.   

Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the 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 noise level in the work environment is usually moderate.
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