Job Description

Administrative Assistant


	Company Name
	

	Employee Name
	     

	Reports to: 
	General Manager

	Hire Date
	     

	Employee Classification:  FORMCHECKBOX 
 Temporary      FORMCHECKBOX 
 Regular Full Time      FORMCHECKBOX 
 Regular Part Time

	Status
	Non-exempt


Main Function:

Performs basic secretarial functions, including typing, preparing and maintaining reports utilized by management.

Job Responsibilities:


• Types correspondence, memos and reports for managers. Deals with operations Department heads and newsprint mill representatives for miscellaneous Information.

    
• Completes other related duties as assigned.
Physical Demands of Position:


• Standing: 15% of Time


    
• Climbing:

    
• Depth Perception:

    
• Walking: 15% of Time

    
• Balancing:

    
• Color Vision:

    
• Sitting: 70% of Time

    
• Reaching:

    
• Stooping:

    
• Kneeling:

    
• Crouching:

    
• Crawling:

    
• Lifting:

    
• Carrying: 20 lbs.

    
• Pushing:

• Pulling:

Knowledge & Skills Requirement:


(List knowledge, skills & other factors such as problem solving, analytical ability, etc., that are important to successful performance)


• Two years secretarial experience preferable. Good wording knowledge of personal computer and math. 


Typing at 50 WPM

Minimum Training & Experience:


• High School diploma or equivalent

	Acknowledgement:

I have received a copy of my job description and I understand the requirements of the Bindery Operator position.



	Employee’s signature


	Date

	Supervisor’s signature


	Date



