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Job Description/Posting

Title
SR. Legal ADMINISTRATIVE ASSISTANT
Job No.

fillin "Enter the Job Number"
POSITION STATUS


NON-EXEMPT
Grade




Company
Division/Department




ENRON NORTH AMERICA

fillin "Enter the Division or Department"



Work Location
Hiring Supervisor(s)


HOUSTON, TX


 fillin "Enter the Hiring Supervisor"


Essential Functions
SYMBOL 183 \f "Symbol" \s 10 \h
Performs complex administrative tasks requiring independent judgment and high skill level and considerable knowledge of administration processes.  Work independently or with minimal supervision.  May give work direction to other clerical or administrative personnel.

SYMBOL 183 \f "Symbol" \s 10 \h
Regularly composes memos, reports and other correspondence from a brief outline, incomplete draft or from oral instructions.  Determines the most appropriate format and determines the best method of presentation.

SYMBOL 183 \f "Symbol" \s 10 \h
Greets visitors and answers phones.  Handles callers requests or routes callers to appropriate party.  Has good knowledge of supervisors/department/company's business, and is able to properly handle all incoming calls in absence of supervisor.

SYMBOL 183 \f "Symbol" \s 10 \h
Monitors and controls the filing systems to ensure accuracy and efficient retrieval of data.  Revises file categories as necessary or may develop a filing system to meet needs of the department.

SYMBOL 183 \f "Symbol" \s 10 \h
Opens and routes incoming mail.  Reads most correspondence and either responds for supervisor or attaches files/data which will assist the supervisor in responding.

SYMBOL 183 \f "Symbol" \s 10 \h
Regularly makes travel/meeting arrangements based on limited instructions.  Periodically makes independent decisions about details such as best travel schedules, mode of transportation, accommodations, audio visual aids, refreshments, etc.

SYMBOL 183 \f "Symbol" \s 10 \h
Codes invoices using defined code categories and a good understanding of items being coded.  Verifies accuracy of dollar amounts and resolves discrepancies.

SYMBOL 183 \f "Symbol" \s 10 \h
Regularly compiles data and prepares related reports.  Assists with data analysis.  Recommends appropriate report format.

· Supports other Assistants and contributes to a positive, team-oriented work environment.

Essential Job Requirements

SYMBOL 183 \f "Symbol" \s 10 \h
At least 5 years of legal secretarial transactional experience and administrative experience,  above average communication and interpersonal skills, and commitment to fostering a teamwork environment.

SYMBOL 183 \f "Symbol" \s 10 \h
Strong PC skills, excellent typing, proofreading, spelling and grammatical skills.

· High level of ability with Microsoft applications, Lotus Notes, Lotus Organizer.

EXTERNAL SEARCH BEING DONE SIMULTANEOUSLY

Other Functions
Overtime may be required for large transactions and other special projects, sometimes with little or no notice.
Special Job Characteristics
Must be detail oriented with good organizational skills. Ability to work in a fast paced environment with multiple concurrent assignments. Ability to identify work priorities and function with very little supervision.
Additional Factors









DATE THROUGH WHICH JOB RESPONSE WILL BE ACCEPTED

Paid Relocation
fillin "Enter X if Relocation is Fully Paid"
Yes
fillin "Enter X if Relocation is Partially Paid"
Partial
Xfillin "Enter X if Relocation is Not Paid"
No











Contact:






Posting Location(s):



QUESTIONS:

fillin "Enter Contact Phone Number"
RESPONSES:

fillin "Enter  Response Phone Number"







Houston, only

(Internal and external)fillin "Enter Posting Location"

