United Methodist Homes
Job Description
Job Title: Administrative Assistant

Reports To: Administrator
FLSA Status: Non-exempt
Prepared By:  Human Resources
Summary:   Provides administrative support to the Administrator as well as assists members of the leadership team to more effectively manage the daily operations of their department.
Essential Duties and Responsibilities include the following.

· Conveys information from Administrator to department heads.
· Records and prepares minutes and meeting notes from designated meetings.
· Maintains meeting schedules and prepares agendas for various committees and meetings.
· Maintains Conference Room and Training Room calendars.
· Maintains on-call schedules.
· Creates and mails correspondence, including notices, invitations, documents, thank you letters, etc.

· Creates and revises company documents, policies, and forms.
· Maintains licensure for dentist and beauty shop operators.
· Coordinate repairs and equipment testing for dental suite.
· Orders supplies for various departments.
· Replenishes postage machine funds and maintains machine.
· Plans and assists campus and department events. Order gifts/flowers as needed.
· Creates and distributes posters for events, special days, and in-services.
· Maintains, updates, and reviews records for various files, including but not limited to, pets, company equipment, staff pagers, and supplies.
· Maintains and updates financial data and records, e.g. capital projects ledger, meal credit list, personal allowance accounts (including quarterly statements), rate changes.
· Prepares payer list, addendums, mailings for Adult Care and Assisted Living Facility.
· Maintains central file, including spreadsheet and monthly update requests.
· Updates resident listing daily.
· Interacts on a professional level with staff, management, residents, family members and visitors.
· Creates and maintains front desk staffing schedule.  Covers front desk for breaks/lunches as needed.
· Follows HIPAA guidelines at all times.
· Other duties as assigned.
Supervisory Responsibilities                  
This job has no supervisory responsibilities.
Competency                   
To perform the job successfully, an individual should demonstrate the following competencies:
· Problem Solving - Identifies and resolves problems in a timely manner; Develops alternative solutions; 
· Customer Service - Responds to requests for service and assistance in a professional, friendly manner; Meets commitments.

· Interpersonal Skills – Interacts professionally with others; Respects diversity.
· Oral and Written Communication - Speaks and writes clearly; edits work for spelling and grammar.  Able to read and interpret written information.
· Teamwork - Balances team and individual responsibilities; Gives and welcomes feedback; Contributes to building a positive team spirit; Able to build morale and group commitments to goals and objectives; Supports everyone's efforts to succeed.

· Ethics - Treats people with respect; Keeps commitments; inspires the trust of others; Works with integrity and ethically; Maintains confidentiality; Upholds organizational values.

· Organizational Support - Follows policies and procedures; Completes administrative tasks correctly and on time; supports organization's goals and values.

· Professionalism - Approaches others in a tactful manner; Treats others with respect regardless of their status or position; Dresses appropriately.
· Quality - Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality; Monitors own work to ensure quality.

· Quantity - Completes work in timely manner and able to multi-task.

· Adaptability - Able to deal with frequent change, delays, or unexpected events.

· Financial Acuity – Performs basic accounting/financial processes with accuracy.

Qualifications:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily and possess the competencies listed. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience:   One year certificate from a technical school; or three to six months related experience and/or training; or equivalent combination of education and experience.  
Language Skills:   Ability to read and comprehend simple instructions, short correspondence, procedure manuals and memos.  Ability to write simple correspondence and routine reports.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.  Ability to speak effectively to residents, family members and staff.
Computer Skills:  To perform this job successfully, an individual should have extensive experience using Microsoft Word, Outlook and Excel.

Physical Demands: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this Job, the employee is regularly required to use hands to finger, handle, or feel and talk or hear. The employee is occasionally required to stand; walk; sit and reach with hands and arms. The employee must occasionally lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision, distance vision, depth perception and ability to adjust focus.

Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise level in the work environment is usually quiet.

 , 

JS_8.1.3,JS_8.1.3.1,JS_8.1.3.3,JS_8.1.3.4,JS_8.2.1,JS_8.2.1.4,JS_8.2.1.5,JS_8.2.2,JS_8.2.2.2,JS_8.2.2.4,JS_8.2.2.5,JS_8.2.3,JS_8.2.3.1,JS_8.2.3.2,JS_8.2.3.3,JS_8.2.6,JS_8.2.6.1,JS_8.2.6.2,JS_8.2.6.3,JS_8.2.6.5,JS_8.2.5,JS_8.2.5.1,JS_8.2.5.3,JS_8.2.5.4,JS_8.2.5.6,JS_8.2.5.7,JS_8.4.4,JS_8.4.4.1,JS_8.4.4.2,JS_8.4.4.3,JS_8.4.4.4,JS_8.4.4.5,JS_8.4.5,JS_8.4.5.1,JS_8.4.5.2,JS_8.4.5.3,JS_8.4.5.4,JS_8.5.6,JS_8.5.6.1,JS_8.5.6.4,JS_8.5.9,JS_8.5.9.1,JS_8.5.9.3,JS_8.5.10,JS_8.5.10.1,JS_8.5.10.2,JS_8.5.10.4,JS_8.5.11,JS_8.5.11.2,JS_8.5.1,JS_8.5.1.4,JS_8.5.2,JS_8.5.2.1,JS_8.5.2.3,JS_8.5.3,JS_8.5.3.1

  Acknowledgement:  I have read this job description and fully understand the requirements of the position.  I accept this 

position and agree to perform the identified essential functions in a safe manner and in accordance with the facilities
established procedures.
Employee Signature: ______________________________________________ 
Date: _________________________
