[image: image1.png]INJEPPESEN.





Job Description

Job Title:
Administrative Assistant, Senior
Job Code:
JN1062
Job Grade:
J16
SJC Code:
TBD

Reports to:  
Directors/Managers
EEO-1/Job Family:
Clerical
Supervises:
None
Created/Revised:
April 25, 2005
Ed/Exp:
HS/5 Years
Travel:
< 5%
Lic/Cert:
None
Environment:
General Office


Objective:  To perform senior-level administrative, clerical, and general office support to a designated departmental director or manager. 
Essential Functions:

1. Develops and maintains productive relationships, and initiates contacts and follows-up with employees, other departments, vendors and customers to confirm the receipt, distribution and/or disposition of information and service delivery.
2. Compiles, organizes and maintains data, files, records, reports and logs involving general business, human resources, or other activities.
3. Greets visitors, directs telephone calls, and functions as a departmental receptionist, as directed.
4. Provides technical direction, guidance and training to Administrative Assistants, as directed.
5. Prepares departmental timesheets and submits company payroll.

6. Schedules regular and special meetings.
7. Schedules and coordinates travel arrangements, ground transportation, phone usage, and related activities.
8. Prepares routine correspondence, reports and forms.

9. Proofreads documents to ensure accuracy.

10. Distributes incoming mail.
11. Orders, stocks, and controls inventories of office supplies and related equipment.
12. Maintains inventory of office supplies.  Prepares billing invoices for payment, and reviews inventory, as directed.

13. Reconciles the disposition of returned goods and maintains the integrity of the inventory system.
14. Verifies resolution of reported administrative discrepancies to designated management, as directed.
15. Perform other related duties, including special projects, as requested or required.

Education/Experience: Graduation from High School or equivalent, with an emphasis in general business administration, customer service, or the equivalent combination of related training, proficiency and experience.  An aviation related college degree is desired.  Five (5) or more years of experience working in an administrative support, customer service, or call center environment, or related and equivalent experience and proficiency.
Knowledge, Skills & Abilities: Demonstrated proficiency developing and maintaining productive relationships, and initiates contacts and follows-up with employees, other departments, vendors and customers to confirm the receipt, distribution and/or disposition of information and service delivery.  Demonstrated proficiency compiling, organizing and maintaining data, files, records, reports and logs involving general business, human resources, or other activities.  Demonstrated proficiency greeting visitors, directing telephone calls, and functioning as a departmental receptionist.  Demonstrated proficiency performing in compliance to established customer service and quality standards, which includes communicating customer service and quality standards to internal and external audiences.  Demonstrated experience using Microsoft Office, with proficiency in Microsoft Outlook, Lotus Notes, or equivalent email client applications.  Demonstrated proficiency preparing departmental timesheets and submitting company payroll preferably through an automated HRIS or payroll system.  Demonstrated experience promptly responding to and resolving diverse inquiries from internal and external audiences regarding company staff, products, and services.  Demonstrated effective and diplomatic oral and written communication skills, which includes a demonstrated proficiency resolving conflicts, and persuading and negotiating others to embrace strategies proposed.  
Licensure/Certification: None. 

Performance Requirements: Employee must comply with Jeppesen’s policies and procedures, including but not limited to: attendance, harassment, EEO/AA, confidentiality, security, safety, conflict of interest, ethics, copyright and patent, and use of company equipment/products/services, etc.
Physical Requirements: Character and scope of essential functions require constant sitting, seeing, hearing, repetitive motion, and occasional lifting of general  office materials [reams of paper, telephone books, flight manuals, binders, etc., typically weighing ten (60) pounds or less.  Employee must comply with safety and security requirements, and wear Personal Protective Equipment (PPE) as requested or required.
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