OFFICE ADMINISTRATOR JOB

[bookmark: _GoBack]	The Company seeks an Office Administrator on a small team with person reporting to owner. Position is part-time, 20-30 hours per week, located in Reading, OH. Company is well established leader in its industry segment as a distributor of wholesale and retail construction related products. Wage rate is $12.00/hour.

General purpose/ profile/ description:
Provide personal administrative support to management and the company through conducting and organizing administrative duties and activities including receiving and handling information. The office administrator is responsible for ensuring smooth operation within the organization while upholding the companies mission and vision and adhering to its standards.

Duties and Responsibilities:

1. Information System
· Receive, direct and relay telephone and fax calls and messages
· Greet customers and guests with courtesy and friendliness
· Serve as the go-to person for office inquiries 
· Handle incoming and outgoing carriers (USPS, UPS, FedEx)

2. Visitor Management
· Welcome customers and guests and direct appropriately
· Arrange maintenance visits
· Maintain safe and clean reception and office area

3. Administrative/Bookkeeping/Record System (Peachtree Accounting)
· Responsible to post entries and maintain business transactions
· Accounts Receivable; sales orders, invoicing, receipts, reports
· Accounts Payable; purchase order, invoices, checks, reports		
· Prepare and mail/fax A/R, A/P as directed by management
· Prepare sales tax forms- monthly
· Reconcile bank statements
· Prepare and manage correspondence, reports and documents
· Provide word-processing and secretarial support
· Maintain the general filing system

4. Office Instruments
· Maintain adequate inventory of office supplies
· Monitor the use of supplies and equipment
· Coordinate the repair and maintenance of office equipment
· Operate office equipment
· Manage office space							1


 

5. Support
· Assist management and staff as requested 
· Provide administrative services for management
· Conduct close observation and make all the essential recommendations to the management regarding more effective and more organized handling of specific operations within the company
· Maintain an effective medium of communication and close collaboration among the workers in the company
· Contribute to team effort by accomplishing related results as needed

Education and Experience
· Minimum: High School Diploma
· Preferred: Associate Degree or higher
· 2 years or more related experience
· Knowledge and experience of relevant software applications, spread sheets, word processing and database management
· Knowledge of administrative and clerical procedures
· Knowledge of business principles
· Proficient in spelling, punctuation, grammar and other English language skills.
· Knowledge of bookkeeping program (Peachtree or QuickBooks)

Key Competencies
· Excellent verbal and written communication skills
· Customer service oriented
· Attention to detail
· Committed to hard work and continual learning
· Time management skills, planning and organization
· Must be self directed and able to complete projects with limited 
supervision
· Ability to work well with others as a team 



Mail complete resume to:
Human Resource Dept. P.O. Box 62065 Cincinnati, OH 45262
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