
 

Job Description: Administrative Assistant 

Job Title: 
Administrative Assistant 

Department: 
[Insert Department Name] 

Reports To: 
[Insert Supervisor's Title] 

FLSA Status: 
[Exempt/Non-Exempt] 

Job Summary: 
The Administrative Assistant will provide high-level administrative support to [insert department 
or leadership position] by performing a variety of clerical, administrative, and organizational tasks. 
This position plays a critical role in ensuring the efficiency and smooth operation of day-to-day 
activities. 

Essential Duties and Responsibilities: 
Manage schedules, appointments, and meetings for [department/leadership]. 
Prepare and edit correspondence, reports, presentations, and other documents. 
Maintain and organize physical and electronic files. 
Respond to emails and phone calls promptly and professionally. 
Coordinate travel arrangements and itineraries. 
Handle sensitive information and maintain confidentiality. 
Support team members with administrative tasks as needed. 
Monitor office supplies and order replacements when necessary. 
Ensure timely submission of expense reports and reimbursements. 
Perform other duties as assigned by [supervisor/department leader]. 
Qualifications: 

Education and Experience: 
- High school diploma or equivalent required; associate or bachelor’s degree preferred. 
- 2+ years of administrative support experience, preferably in [industry/sector]. 

Skills and Competencies: 
Strong organizational and multitasking abilities. 
Excellent verbal and written communication skills. 
Proficiency in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint). 
Ability to work independently and collaboratively in a team environment. 
Strong attention to detail and accuracy. 
Experience with [specific tools/software, if applicable, e.g., scheduling tools, CRM systems]. 



 
Physical Requirements: 
Ability to sit, stand, and work at a computer for prolonged periods. 
Occasionally lift and/or move up to 15 pounds. 

Work Environment: 
[On-site/Hybrid/Remote—specify based on company policy]. 
Standard office hours are [insert hours]; occasional overtime may be required. 

EEOC Statement: 
[Company Name] is an Equal Opportunity Employer. All qualified applicants will receive 
consideration for employment without regard to race, color, religion, sex, sexual orientation, gender 
identity, national origin, disability, veteran status, or any other protected status in accordance with 
applicable federal, state, and local laws. 

Privacy Policy: 
[Company Name] values your privacy. All personal information submitted as part of the application 
process will be handled in compliance with applicable privacy laws. This information will only be 
used for employment-related purposes and will not be shared with unauthorized third parties. For 
more information, please review our privacy policy at [insert link to company privacy policy]. 

How to Apply: 
To apply, please submit your resume and a cover letter to [insert application method: email, online 
portal, etc.]. 
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