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Job summary should specify the nature and purpose of the job. Please provide one to two sentences starting with an action verb,
followed by the aim of the position that identifies the primary result of the position.
The Administrative Assistant provides support to administrative teams primarily assigned to

the 560 Delaware location. This role requires full-time, in-office presence Monday through
Friday to ensure consistent support for daily operations, unless otherwise stated or approved
by the leader. Key responsibilities include processing incoming communication (mail, emails,
phone calls, visitors, etc.), managing location access and handling deliveries. Additional
support tasks may be assigned base on the needs of various special projects.

ESSENTIAL FUNCTIONS

List the essential job functions or responsibilities. Typically, most jobs have between 8 to 12 essential
functions. It is critical to note that not every function of the position should be deemed as essential.
Essential functions should include only those items that are “critical for getting the job done” or

“accountabilities”.

e Welcome and direct visitors and vendors at the Administrative Services office
(560 Delaware) and ensure deliveries are received and appropriately handled.

e Responsible for receiving and distributing confidential organizational mail,
faxes, letters, packages, memos, etc.

e Provide administrative support including data entry and document
preparation to assigned departments as needed.




OTHER DUTIES

List other non-essential job functions or responsibilities. May wish to include in the list “performs other
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Communicate and collaborate with internal and external stakeholders
effectively, including the general public and the people we support.
Support project based work including research, documentation and process
improvement initiatives.

Help develop and maintain internal tracking tools and checklists for
administrative related workflows.

Manage inventory and ordering of office and break room supplies.
Uphold confidentiality and professionalism while working closely with
leadership on sensitive matters.

Collaborate cross-functionally with Property Operations and other
departments to ensure execution of administrative priorities.

duties as assigned”.

e Commits to a respectful, just, and supportive environment for individuals and team
members aligning with the organization’s commitment to include and belonging.
e Other duties as necessary or assigned.

KNOWLEDGE, SKILLS & ABILITIES
List required knowledge, skills and abilities needed for the job.

Ability to work autonomously with minimal supervision.
Basic proficiency with Microsoft Office suite, especially Word and Excel.

o Ability to keep sensitive and privileged information confidential.

e Demonstrates cultural competency.

o Demonstrates ethical and professional responsibilities and boundaries.
e Ability to prioritize and manage multiple projects simultaneously.

e Proactively approaches professional responsibilities.

e Strong problem-solving skills.

e Completes work in a timely manner.

o Ability to multitask.

e Ability to follow oral and written directions.

e Ability to work independently and in a team setting.
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e Knowledge of office procedures and equipment.

EDUCATION & EXPERIENCE
List required education and/or experience needed for the job.
e High school diploma or equivalent.

e One year of clerical or administrative experience preferred.
e Familiarity with 1I/DD provider agencies, OPWDD, or Health Homes preferred.

PHYSICAL REQUIREMENTS

List physical requirements of the job and indicate how often the team member is required to perform these requirements. The
physical demands described here are representative of those that must be met by a team member to successfully perform the
essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.

Physical Activity Frequency
N/A Rarely Occasionally Regularly

Travel O O O
Ambulate O O O
Drive O U O
Type/Keyboard O O O
Twist/turn O O O
Stand O O O
Sit 0 O 0O
Talk O O O
Hear O O O
Use hands and fingers | O [ [
Repetitive Motion O O O
Close vision O O O
Peripheral Vision O O O
Depth of Perception 0 O 0O
Ability to see color O O [
Lift up to 5 lbs. O O X O
Lift up to 10 lbs. O O O
Lift up to 20 Ibs. O O D O
Lift up to 50 Ibs. O O O
Liftup ____ Ibs. O O O
Carry 0 O O
Reach O O O
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Push [] X O O
Climb O O O
Pull O O O
Stoop O O O
Kneel [ g O
Crouch O O O
Crawl ] a O
Balancing [ U O
Other: O O O O
Other: O O O g

ENVIRONMENTAL CONDITIONS

List environmental conditions of the job and indicate how often the team member is exposed to these conditions.

Physical Activity Frequency

N/A Rarely Occasionally Regularly
Office environment O O O
Moderate noise O O X a
Loud noise O ] O
Extremely loud noise O O
Confined area O O O
Exposure to bloodborne O O O
pathogens or bodily fluids
Exposure to allergens X O O O
Exposure to chemicals O O O
Exposure to airborne | O O
pathogens
Exposure to dim lighting O O O
Exposure to bright O O O
lighting
Exposure to heights or O O O
high precarious places
Extreme heat/humid O O O
conditions
Outdoor conditions O X O O
Other: O O O O
Other: O O [ O

| can, with or without reasonable accommodation(s), perform the essential functions of this position:

Team Member Signature: Date: click or tap to enter a date.
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Supervisor Signature: Date: cClick or tap to enter a date.

HR Reviewed Signature: Michelle Hoffman Date: 8/4/2025




