JOB DUTIES

Market Services Assistant

D A I L Y:

· Provide administrative support to the Director, four Coordinators, and the four Market Services Team.

· Maintain daily appointment calendar, as necessary for Director via Lotus Notes.

· “Privilege Provider” for company employees requesting scheduling access to 41st floor conference rooms.

· Composition and/or typing of memos

· Coordinate necessary personnel and facilities for scheduling meetings, conference calls.

· Coordinate with participants’ assistants for availability in calendar when scheduling a meeting.

· Confirm day before meeting key attendee’s attendance

· Make travel arrangements as necessary for all employees in Market Services.

· (Request “E” tickets when available for easy boarding.  Request ticketing in a timely manner to prevent returns with additional charges to AMEX.  Search Internet for flight schedules to assist in flight time selections).

· Prepare, and monitor for accuracy, expense reports for Director, Coordinators, and Market Services Reps.

· Follow guidelines accurately when preparing, and submitting expense reports and receipts.  Ensure coding is accurate for expense allocations between workorders and O&M.

· Ensure communications within Market Services are properly channeled, and equipment is provided.

· Maintain voice mail distribution lists and ensure lists are accurate.  Assist teams with Lotus Notes conversion and setting up distribution lists and team calendars.

· Send, receive and copy faxes as required.

· Assist with photocopying as needed.

· Mail

· The mail room is located on the 3rd floor.

· Questions regarding incoming and outgoing mail and Fed Ex’s can be addressed to the following people:  Ginny Wier X36116 (general problems), Sharon Smith X36295 (mystery mail), or Moses Franco X36559 (Fed Ex’s, shipping and receiving).

· The mail room makes four runs per day:

1st run:
9am – 10am
(mail)

2nd run:
11am – 12pm
(federal express)

3rd run:
1pm – 2pm
(mail)

4th run:
3:30pm – 4:30pm
(mail) (Pick up only/No delivery)

· Maintain a good working relationship with the mail room.

· Every effort is made to distribute mail correctly. Everyone can help doing the following:  ask customers to please place the recipients name, room number, and / or department name on all correspondence; if mail is received in error, forward it to the person it belongs to or return it to the Fax/Mail Center for further research.

· After the last mail stop, 3:30-4:30pm, the mail must be delivered to the mail room.  The mail room will accept until 5:30pm daily.

WEEKLY

· Scribe, prepare and distribute formal copy of Team Leader Meeting Minutes.

· Scribe individual Team meetings, and Market Services monthly meetings, using an “easy to read” format.  Scribe TW Team meetings per their request.

· Coordinate, prepare, and distribute Market Services Weekly Bullets.

· Complete with minimal direction, maintain Thursday deadline. 

· Coordinate, prepare, and distribute Market Services Weekly Process Responsibility on Monday afternoons.
· Coordinate, prepare and distribute Market Services Weekend On-Call schedule to Alma Carrillo on Tuesday mornings.

B I – M O N T H L Y

· Using the electronic payroll system (SAP) input all payroll and off duty data for Market Services Director, Coordinators and Reps.

· Comply with deadline requirements from Payroll
· Ensure that off-duty time is coded properly for vacation, illness and for rare cases of “family leave, or no pay” situations encountered.  Monitor off duty for employees and verify accuracy of reports distributed monthly by Payroll.  Ensure that off-duty definitions are correct, and off-duty was recorded properly.

· Maintain one (1) year of off-duty reports on the 41st floor.

M O N T H L Y

· Monitor detail of responsibility ledger, request corrections as necessary.

· Review with Richard Hanagriff monthly expenditures.  Assist Richard in accumulating costs for budget purposes.  Note entries on ledger that need to be corrected and work with Accounting for corrections.

A S    R E Q U I R E D

· Ensure new employees are properly set up in systems, have necessary supplies, and have customer and travel identification and requirements.

· Set up Business Travel Account with American Express for employees who can not, or do not want an American Express card.

· Complete system requirements forms developed by EBD Team for new hire access to ET&S Production Applications.

· Order Supplies for department as required.

· Input fixed distribution information in SAP for employees as necessary.

· Ensured time was properly allocated to various work orders.  Work with Richard Hanagriff to ensure payroll is allocated per budget.  Assisted Richard in researching fixed distribution errors.

· Order lunches, after approval, for meetings (sometimes at a moment’s notice).

· Order flowers, as needed, for funerals and hospital stays for employees and their immediate family.

· Maintain Directors Filing system

· Update Directors Tariff Books

· Support and backup other assistants in the Department (i.e., Ricki Winters, Sharon Brown, and Alma Carrillo)

· Back up Alma Green with mail duties during her absence.

A D D I T I O N A L    R E S P O N S I B I L I T I E S

· Provide daily support services for ET&S Market Services, vice president, and other directors as necessary.

· Prepare and coordinate team moves to assist in relocation as required.

· Maintain Customer Log to monitor customer contacts.

· Communicate deadlines for Teams to ensure request compliance.

· Prepare FedEx envelopes/packs monthly for invoices

· Work with HR, Del Lago, AGI and shuttle service for Team Training.

· Assist in developing cohesiveness between NNG, TW and FGT.

· Provide Community Service Duty within Market Services.

· Review catering expenditures to ensure all teams are included.

· Entertain MS Reps, work at keeping moral up!  Support coordinators during “stressful” circumstances.

