Example of Administrative Job Description
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Our company is growing rapidly and is looking for an administrative. 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.

Responsibilities for administrative

¢ Raise new code numbers in Global Coding System and Affiliate Coding
System

e Manage reports for departmental R&D development project budgets and all
related documents involved

e Monthly organization of departmental open commitments and accruals for
financial reporting

» Oversee and organize department calendar for Product Development team
and Provide support in preparation for all major meetings including Regional
Round Table, Strategy and Innovation presentations

» General administrative responsibilities including mail, phone, maintaining
filing system and copying

e Schedule all department meetings including conference rooms / lunches

e Coordinate department moves, phone and computer
moves/changes/problems

e Maintain department product closet and product files

e Travel coordination and expense management

e Handling busy phones and calendars

Qualifications for administrative

e May be required to work nights and/or weekends
e Interested candidate must submit a resume via www.nbcunicareers.com to be



Highly organized with the ability or prioritize multiple tasks while managing
work time efficiently

Proficient problem solver and attention for details

Ability to manage sensitive information with discretion and confidentiality
Experience with schedule management, meeting planning, and travel

arrangement



