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Title: Office Assistant

I. Job Summary

The Office Assistant will be a student that will assist with clerical and receptionist duties as well as customer service.  Typing, operation of cash register, computer skills and knowledge of Microsoft Office are preferred for employment in this position.  The Office Assistant will work directly with members and guests, providing courteous, friendly and professional assistance.

II. Job Relationship

A. Reports to: SRC Director – Brad Dally

B. Supervised by: SRC Director – Brad Dally; in absence of Director, the Office Assistant will be under the supervision of the Building Supervisor.

III. Responsibilities

A. Knowledge and performance of office operations and procedures.

B. Knowledge of SRC operation in order to provide quality customer care.

C. Serve as the primary receptionist

i. Answer and direct incoming calls.

ii. Greeting, directing, and assisting visitors.

D. Utilizing the computer to:

i. Create flyers and other forms of publicity as directed.

ii. Complete correspondence.

iii. Creating and updating departmental forms.

iv. Initiate and update membership information.

E. Filing and typing.

F. Perform general maintenance/custodial duties as assigned.

G. Attend mandatory Staff meetings and training sessions.

H. Other duties as assigned.

IV. Position Qualifications

A. Typing, computer skills and knowledge of Microsoft Office.

B. Good interpersonal skills.

C. Good oral and written articulation skills.

D. Accurate record keeping.

E. First Aid and CPR preferred, but not required.

