JOB DESCRIPTION
Sr. Administrative Assistant
Research Group
Vince Kaminski, Managing Director
Shirley Crenshaw, Administrative Coordinator


· Acts as back-up for the Administrative Coordinator.

· Answers and screens phone calls and handles simple client requests, builds relationships
with clients.

· Regularly composes correspondence from sketchy draft or verbal instruction.  Revises complex documents including graphics.

· Prepares very complex expense reports (international).  Ensures adherence to company policy.

· Regularly makes travel arrangements (some international).

· Regularly compiles/coordinates data for the development or maintenance of recurring and non-recurring reports.

· Opens and prioritizes mail for distribution.

· Manages multiple calendars, sets up internal and external meetings.  Meeting logistics may be complex.

· Orders all office supplies and maintains supply cabinet.

· Catalogs and maintains Research Library.

· Advanced pc skills, organizational skills, ability to work under pressure.

· Courtesy, tact, teamwork, flexibility, cooperation and excellent communication skills.

· Self-starter, uses own initiative.  Resourceful in completing assignments.

· Frequent mid and high level contact within and outside the company.

· 5 or more years experience in the administrative field.




