
4CS OF PASSAIC COUNTY, INC.
JOB DESCRIPTION

TITLE:
ADMINISTRATIVE ASSISTANT
DEPARTMENT:
PROVIDER SERVICES
REPORTS TO:
FCC MANAGER
STATUS:
NON-EXEMPT



JOB SUMMARY: Under the supervision of the FCC Manager and is responsible for imputing information into database systems and supporting staff.
DUTIES:

1. Inputs all information into the Data Management System (DMS).

2. Substitutes for the Receptionist and answers all telephone calls and directs to appropriate person in two languages Span/Eng.

3. Greets visitors, announces them as appropriate and monitors arrivals and departures. 
4. Takes messages and delivers to staff. 

5. Makes copies, collates and staples.

6. Maintains provider services area.

7. Performs other administrative duties as needed, such as filing, photocopying, and collating.

8. Provides back up to other clerical support functions, as needed.   

9. Ensures confidentiality of all information received on clients

10. Any duty assigned by the Chief Executive Officer or his/her designee.

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 ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

HS diploma or general education degree (GED): and 1-2 years of related experience and/or training; or equivalent combination of education and experience.

LANGUAGE SKILLS 

Ability to: read and comprehend simple instructions, short correspondence, and memos.  Ability to: write simple correspondence.  Ability to: effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.

MATHEMATICAL SKILLS 

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  

REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in written or oral form.  Ability to deal with problems involving several concrete variables in standardized situations.

PHYSICAL DEMANDS  

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; and talk or hear.  The employee frequently is required to reach with hands and arms and climb or balance.  The employee is occasionally required to stand; walk; and stoop, kneel, crouch, or crawl.  The employee must frequently lift and/or move up to 25 pounds and occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close vision, distance vision, and ability to adjust focus.

WORK ENVIRONMENT  

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate.

INITIATIVE/JUDGEMENT: 

Must be able to use good judgment in answering calls, answering emergencies and notifying appropriate people.

DISCLAIMER CLAUSE: 

Job descriptions and specifications are not intended and should not be construed to be an exhaustive list of all responsibilities, skills, or working conditions associated with a job.  They are intended to be an accurate reflection of the principal requirements of the position.
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