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[bookmark: example-of-assistant-office-job-description]Example of Assistant Office Job Description
Our innovative and growing company is looking for an assistant office. If you are looking for an exciting place to work, please take a look at the list of qualifications below.
[bookmark: responsibilities-for-assistant-office]Responsibilities for assistant office
· Monitor voicemail to BB's main line
· Ad-hoc facilities support
· Work daily in Quickbooks to process vendor invoices, enter sales orders
· Issue customer statements and record customer receipts and deductions
· Update of Customer Information as needed
· Daily inputting of sales orders
· Coordinate office procedures including correspondence, appointment scheduling, maintaining program equipment and functions
· Attend department meetings when required
· Interact with faculty, staff, students, alumni, visitors or outside agencies to relay University information, policies, procedures and activities
· Assist with events related to post-professional programs and non-degree seeking students
[bookmark: qualifications-for-assistant-office]Qualifications for assistant office
· Retrieve mail, email and faxes
· Direct supervision, where work is assigned at frequent intervals and performance is checked regularly
· Student must be dependable, conscientious and respectful of faculty, staff, and students
· This is a normal work environment
· Dealing with telephone calls and taking messages as appropriate
· Coordinating all meetings for Nutmeg Teams ensuring they fall within Critical Path deadlines
