
Our company is looking to fill the role of senior admin assistant. Thank you in
advance for taking a look at the list of responsibilities and qualifications. We look
forward to reviewing your resume.

Responsibilities for senior admin assistant

Prepares expense reports and purchase orders and maintains office supplies
Updates organizational charts
Coordinates all aspects of the Executive Administrator's participation or
attendance at local, regional, national and international continuing education
activities
Maintains administrative appointment calendar using Microsoft Outlook
Performs all responsibilities in a manner that demonstrates appropriate
behavior toward staff, peers, and other department personnel as defined in
job performance standards
Provides administrative support for many miscellaneous departmental
activities, such as the holiday party, continuing medical education courses,
conference room, Secures meeting room and sets up audiovisual equipment,
develops and distributes meeting announcements, brochures, and
correspondence, responds to inquiries, organizes related social events
Provides administrative support to the Executive Administrator of the
Department of Otolaryngology
Receives and opens incoming mail, including reviewing, sorting and
organizing priorities, and highlighting pertinent information contained therein
entering deadlines on the calendar and following-up accordingly
Responds appropriately to telephone and correspondence inquiries, which
are of a heavy volume, and to independently handle situations and problems
with minimal supervision
Works independently to resolve issues to successful conclusion with a
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Qualifications for senior admin assistant

You will be expected to work as part of a larger administrative group
Previous experience of performing a Senior Administration / PA role within a
large global organisation and working with senior level stakeholders
Experience of internal financial and expense management systems and
following internal financial and billing processes (PeopleSoft for example)
Must be well organized and competent in the use of a variety of computer
software and spreadsheets
A high level of interpersonal skills are required to handle sensitive and
confidential issues
Five years experience in an increasingly responsible administrative support
role


