OCCUPATIONAL DEVELOPMENT CENTER, INC.
JOB DESCRIPTION

Job Title:
      Office Assistant                                                  Approved by:   ______________
Salary Range:        Unclassified



    Date:                ______________





        

Supervised By:       Division Coordinator
Supervises:
       None
Personnel Classification:
Support Staff, Level_______

GENERAL DESCRIPTION

The Office Assistant provides daily support to the Division Coordinator in a variety of functions including, but not limited to: general office support; time and attendance records; health & safety issues; and, preparation of production reports/invoices.  
KNOWLEDGE & EXPERIENCE

High school graduate or equivalent.  Minimum of two (2) years of post secondary training or experience in a related field.  Knowledge of Microsoft office with moderate proficiency in Excel and Word.  

SKILLS & ABILITIES

Must be a self-starter and team player with strong organizational skills and the ability and willingness to learn all facets of the organization. Must possess strong interpersonal skills to work effectively with other staff and agencies in a team effort.  Ability to communicate well with the general public in a pleasant manner and with a positive attitude.  Must have the ability to retain and process confidential information.
OTHER QUALIFICATIONS

Must possess or be willing to obtain a current First Aid Certificate.  Valid driver’s license would be helpful and may be required depending upon the needs of the Division.  This person must enjoy a fast-paced work experience with the ability to meet deadlines, be flexible in work scheduling and adaptable to changes in procedures.
COMMENTS

Must accept and actively support the Mission and Beliefs of ODC and adhere to the professional Code of Ethics by; demonstrating sensitivity, respect and an understanding of the special needs of individuals with disabilities; embracing the cultural diversity of experiences and knowledge among the people we work with; serving as a positive role model in dress, speech and behavior; maintaining consumer confidentiality; and, complying with policies and standards set-forth.

Job descriptions are considered to be classification and recruiting tools and are not intended to limit the assignment of work.
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SPECIFIC DUTIES AND RESPONSIBILITIES

1. Support the Division Coordinator by providing general office support, as needed, on a day-to-day basis.
2. Maintains all clerical records, office files and/or consumer files in accordance to the casefile checklist.

3. Provide payroll assistance to the appropriate Office Support Generalist or payroll designee: transfers PDA timesheets; completes annual W-4 forms; and, updates timestudies.
4. Handle all incoming and outgoing bill of ladings and/or prepare Fishbowl and/or QuickBook invoices.

5. Greets the public, answers phones and routes calls to appropriate personnel.

6. Handle incoming and outgoing mail, faxes and deliveries.

7. Composes and/or types various reports for all division Team Members (casenotes, assessment and performance reports, intake data sheets, Individual Career Plans, staff meeting minutes, etc.)
8. Maintains daily attendance records.

9. Prepares and delivers bank deposits as needed.

10. Order office and janitorial supplies.

11. Participate in the Safety Program by; enforcing safety rules; developing safety awareness on the floor; reporting of unsafe conditions for remedies; and, reporting all injuries in a timely manner.
12. Attend in-services, workshops and appropriate staff development sessions.
13. Perform other duties as assigned and as changing conditions require and new opportunities arise.
      Warren only:

14. Assist in the transportation of consumers and communicates appointments and/or scheduling changes between building sites in Warren.

I have reviewed these job requirements and verify that I can perform all essential functions of this position.

_______________________________________
   
                                     ______/______/______

Signature







                         Date

