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Administrative Assistant 

Job Description 

 
Reports To:  Executive Administrator 
  
FLSA: Non-exempt. 
 
Job Summary:   
 
The Administrative Assistant will maintain personal account and commercial account files, including files while being 
responsible for all mail and filing functions of the agency.  A person employed to aid an executive, as in a corporate 
department, by coordinating such office services and procedures as the supervision, maintenance, and control of the 
flow of work and programs, personnel, budgeting, records, etc., for the entire department. 
 
Essential Functions: 
 

 Handle all incoming phone calls appropriately 
 

 Arrange with office manager for equipment changes or repairs as directed. 
 

 Maintain mailing functions 
 

 Scan electronic files for all departments. 
 

 Perform all actions relating to the public, customers, and companies in a manner that will avoid issues involving 
potential errors and omissions. 

 

 Participate in seminars and other training to maintain required license and for knowledge and skill development. 
 

 Handle Accounts Receivable as set forth per agency guidelines. 
 

 Perform other duties as requested. 
 

Marginal Functions: 
 

 Train others in handling mail functions. 
 

 Special projects. 
 
Knowledge, Skills & Abilities: 
 

 Ability to perform several tasks concurrently with ease and professionalism. 
 

 Ability to operate multi line telephone system. 
 

 Must have neat appearance and demonstrate effective telephone etiquette. 
 

 Must be a self-starter, imaginative and creative with good communication skills both verbal and written. 
 

 Computer skills: Windows, Word, Excel (proficient), Power Point desirable. 
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Other Requirements: 
 

 High school and/or college graduate with experience in customer service preferably within the insurance industry.   
 

 Must have desire to advance. 
 

 Ability to perform 80% sedentary work exerting up to 10 pounds force occasionally and negligible force frequently, 
and the ability to lift up to 20 pounds occasionally. 
 

 Computer Skills: strong proficiency in Word, Windows, Excel and Outlook; PowerPoint. 
 
Working Conditions: Fast-paced multiple tasking environment, high disruption environment. 
 
Job Performance Standards:  
 
This job description is intended to describe the level of work required of the person performing the job, and the physical 
requirements normal to the position. Essential functions are outlined’ other duties may be assigned as needs arise or 
as required to support the essential functions.  Specific performance objectives will be developed each year to 
measure performance. 
 
Reasonable Accommodations:  
 
This description is not intended as a contract and is subject to change and revision. Any written contractual 
agreements will supersede this job description. All requirements may be modified to reasonable accommodate 
physically or mentally challenged employees. 
 
Employers Rights:  
 
This job description does not list all the duties of the job.  You may be asked by your supervisors or managers to 
perform other duties. You will be evaluated in part based upon your performance of the task and functions listed in this 
job description. The duties of this position shall be “non-exempt”. 
 
The employer has the right to revise this job description at any time.  The job description is not a contract for 
employment, and either you or the employer may terminate employment at any time, for any reason. 
 
 
Date: __________________                       Approved By: _______________________ 
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Submit Resumes to info@michelettiins.com by March 6th
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