Downloaded from https://www.velvetjobs.com/job-descriptions/business-administrative-assistant
[bookmark: example-of-business-administrative-assistant-job-description]Example of Business Administrative Assistant Job Description
Our growing company is searching for experienced candidates for the position of business administrative assistant. Please review the list of responsibilities and qualifications. While this is our ideal list, we will consider candidates that do not necessarily have all of the qualifications, but have sufficient experience and talent.
[bookmark: responsibilities-for-business-administrative-assistant]Responsibilities for business administrative assistant
· Handles a very high volume of phones calls and interacts with high level business leaders in a professional and effective manner
· Responsible for participation in general administrative duties (copying, filing, faxing, archiving), ad-hoc projects, committees and or
· Effectively plans and maintains executive calendars with attention to accuracy, detail and allocation of time and resources to promote productivity and successful execution of executive and team goals and objectives
· Escorts visitors
· May research background material and collect data for reports, meetings, events and correspondence
· Edits copy for spelling, grammar and layout
· Ensures that the projects achieve the expected results within the specified timeframe and on budget
· May attend direct report team meetings as requested
· Organize space planning and o site events
· Provide back up support to other admins
[bookmark: qualifications-for-business-administrative-assistant]Qualifications for business administrative assistant
· Must be able to prioritize, multi-task and problem solve
· Must have exceptional organizational and interpersonal skills
· Must be proactive with a team-player attitude
· Discretion, common sense and dependability required
· Prefer experience in an entertainment industry-related environment
· Extremely strong organizational skills outstanding time management skills
