
JOB DESCRIPTION

Title:

Departmental Administrative Assistant

Department: 
Warehouse 
Reports To:
Warehouse Manager
Hours:
40 hours per week


Responsibilities:
1. Provides clerical support to warehouse manager and staff as follows: 
a. Keys various correspondence and documents.
b. Opens and sorts mail. 
c. Accepts and screens calls, takes messages, and assists callers when possible. 
d. Handles all matters with confidentiality. 
e. Greets and assists visitors in a courteous, professional manner. 
2. Prepares and retains records of various reports on computer. 
3. Maintains a thorough knowledge of the office, including the location of various files, documents, and reports. Keeps the office organized. 
4. Schedules business appointments and meetings; assists in the preparation for meetings. Keeps appointments calendar updated. 
5. Completes other related duties as needed: 
a. Makes travel arrangements. 
b. Distributes memos and manager notification. 
c. Organizes and completes follow up on projects and assignments. 
d. Runs errands. 
e. Performs other related duties as assigned or directed. 

Required Skills:
· Attention to accuracy and detail

· Ability to work calmly under pressure

· Punctuality and reliability
· Effective multi-tasking skills

· Strong knowledge of product areas and packaging a plus
· Excellent customer service and verbal communication skills

· Ability to work well with others 
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