Emergency First Response Corporation
Job Description

Job Title:
Administrative Assistant
Department:
Emergency First Response Corporation

Report To:
Director, Training and Industry Relations

Grade:
G

Job Code:

Date:

11-03

Summary

Provide clerical and administrative support to the Emergency First Response staff.

Essential Duties and Responsibilities include the following.  Other duties may be assigned.

· Answer incoming department telephone calls and provide caller with required information or route call to appropriate department/staff member.

· Responsible for coordinating department communications and scheduling.

· Producing monthly sales and certification reports. 
· Coordinate, manage and respond to incoming quality management surveys/reports (CEQ).

· Organize and manage certificate of excellence program for EFR Instructor membership.

· Coordinate and manage Responder in Action recognition postings.
· Liaison with Coordinator, Training and Quality management on more serious quality management cases. 

· Posting and updating Emergency First Response’s intranet and web site.
· Arrange travel schedule, meeting rooms, catering, audio-visual equipment, etc. for Emergency First Response staff.

· Perform clerical functions including sorting and distribution of department mail, copying, faxing, typing and filing.

· Compose and type routine correspondence; edit and proofread department. correspondence for style and consistency before mailing.

· Record minutes from departmental staff meetings.

· Requisition and distribute materials/supplies for department as needed.

· Assist in the preparation and maintenance of departmental expense reports.
· Assist with market research projects.

· Coordinate statistical information and records for reports as directed.

· Provide weekly project status reports to department management as directed.
· Other duties as assigned.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or abilities required.  Reasonable accommodation may be made to perform essential functions.
Education and/or Experience

· College, business school or related formal secretarial training

· Minimum three years secretarial experience

· Past experience in the medical field a plus 

Language Skills
Ability to: 

· Read, analyze and/or interpret business periodicals, professional journals, technical procedures and governmental regulations.  
· To write reports and business correspondence.

· Speak effectively in front of groups or with customers.

· Deal with customers service complaints in a professional manner. 

· Fluency in a second language a plus.
Reasoning Ability
Posses the ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.  Ability to reasonably anticipate needs of supervisor and department.

Behavior Requirements

Ability to;

· Follow directions from a supervisor and interact well with co-workers.  

· Understand and follow posted rules and procedures.

· Accept constructive criticism.

Other Skills and Abilities

· Professional attitude and phone manner.
· Dedication to customer service and satisfaction.
· PC literate, working knowledge of Microsoft Word, Excel, and Power Point required.

· Able to develop Excel spreadsheet analysis including; creating formulas, graphics and pivot tables.
· Strong organization and project development and management skills.

· Self-starter able to work with minimum supervision; problem solver.
· Good verbal and written communication skills.
· Type fifty words per minute.
· Excellent spelling, grammar and punctuation skill.
· Excellent organizational skills.
· Excellent time management skills and ability to prioritize work.
· Ability to maintain confidentiality regarding department matters and handling confidential information.
