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[bookmark: example-of-administrative-aide-job-description]Example of Administrative Aide Job Description
Our innovative and growing company is searching for experienced candidates for the position of administrative aide. We appreciate you taking the time to review the list of qualifications and to apply for the position. If you don’t fill all of the qualifications, you may still be considered depending on your level of experience.
[bookmark: responsibilities-for-administrative-aide]Responsibilities for administrative aide
· Reviewing IT purchase requisitions
· Processing low dollar IT Purchase Orders
· Resolve invoicing issues with vendors
· Resolve invoicing issues with finance department
· Following up on orders placed with suppliers
· Process payroll using on-line time system
· Ensure received oil sample paperwork identification for correctness
· Ensuring all requirements are met in the creation of project packages ensuring the timely processing of submittals Right of Way (RW), permits, tasks
· Greets visitors and staff promptly and professionally
· Answers calls and triages messages
[bookmark: qualifications-for-administrative-aide]Qualifications for administrative aide
· Must have the ability to communicate effectively with a diverse population of students and staff, demonstrate inter-cultural competence with an understanding of the dynamics of diversity in higher education
· Proficiency with intermediate-level Microsoft Office
· We encourage you to immediately begin preparing for any tests required in this job posting - Link to Study Guides
· Previous Procurement experience a plus
· Familiarity with IT Purchasing a plus
· High school diploma (or equivalent) and 1-3 years of relevant work experience
