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NATIONAL EDUCATION TRUST
JOB DESCRIPTION 

	JOB TITLE:  

      Administrative Assistant

	JOB GRADE:               Level 2

	POST NUMBER:                 

	DIVISION/UNIT:          Accounts & Finance      

	REPORTS TO:
       Director, Accounts & Finance

	MANAGES DIRECTLY:      N/A    




This document will be used as a management tool and specifically will enable the classification of positions and the evaluation of the performance of the post incumbent.

This document is validated as an accurate and true description of the job as signified below:

_____________________________

__________________

       Employee





Date

_____________________________

__________________

Manager/Supervisor




Date

______________________________

___________________

Head of Department/Division
/Unit


Date

______________________________

____________________

     Human Resource Division MoEY/NET   

Date 

Strategic Objectives of the UNIT 

To provide financial, investment, accounting and procurement services in accordance with the Government of Jamaica (GoJ) regulations and procedures as required.

Job Purpose                                                                                                                    

The incumbent will be expected to provide general administrative and secretarial/office support for the financial, investment, accounting and procurement activities in the unit.
KEY OUTPUTS

· Reports, correspondence, spreadsheets, presentations  

· Workshops, seminar, meetings , events, appointments and  schedules arranged
· Travel schedules/reservations/itineraries arranged

· Minutes prepared and disseminated

· Telephone calls and mail processed

· Visitors accorded appropriate attention

· Efficient filing and records management systems 

KEY AREAS OF RESPONSIBILITY
Secretarial

· Manage the calendars of the Director, Finance & Accounts, Accounts & Finance Manager and the Procurement Manager.
· Attend meetings, prepare and transcribe minutes and ensures that action items from meetings are circulated. 
· Receive sort and screen mail; draft responses on matters for which authority has been delegated.
· Ensure all incoming and outgoing documents of the unit are accurately logged. 
· Answer the telephone, screens calls, take and relay messages. 

· Receive, greet and direct visitors 

· Compose and type bulletins, schedules, agendas and other documents as directed.

· Maintain computerized and manual files and records, including the filing, retrieval, retention, storage, compilation, coding and updating of the files

Administrative

· Collate special and recurring Unit reports by gathering, compiling and preparing information from various sources. 

· Gather data as required by the Unit.  
· Maintain the inventory of office stationery for the Unit and maintain all associated records.
· Receive complaints, questions and requests in person or by telephone; provides the necessary information where possible or refers persons to the relevant authorities. 

· Perform other related functions assigned from time to time 
PERFORMANCE STANDARDS

· Correspondence and reports are prepared within the agreed timelines and a high level of accuracy maintained.
· Confidentiality, dependability and tact are consistently displayed in the conduct of duties.
· Courtesy and professionalism are displayed in the conduct of duties.
· Stipulated deadlines are consistently met.
· Files are accurate, up-to-date and easily retrieved.
· Incoming/outgoing mail dealt with expeditiously.
· Arrangements for meetings/workshops /seminars and travel efficiently executed.
· Established targets are consistently achieved.
· Professionalism and integrity are consistently demonstrated in keeping with the established standards of NET

Internal and External Contacts (specify purpose of significant contacts)
Within the National Education Trust and the Ministry of Education & Youth 
	Contact (Title)
	Purpose of Communication 

	Staff of the Unit
	To provide services, obtain directives and provide information

	Other Units (Communications, Business Development, Investment, Finance & Accounts, Donor & Partner Relations)
	Information sharing 

	Ministry Departments and Agencies  (MDAs) Schools
	Information sharing 


Contacts external to the organisation required for the achievement of the position objectives

	Contact (Title)
	Purpose of Communication 

	Venue operators
	To book venues, obtain information on costs

	Banks
	To obtain information

	The Public/Contractors /Suppliers 
	To provide or obtain information


REQUIRED KEY COMPETENCIES
Core

· Demonstrate integrity, confidentiality and professionalism.
· Excellent written and oral communication skills. 
· Excellent interpersonal skills with the ability to work well in teams.

· Good time management and organizing skills

· Good judgment and initiative and flexibility
· Detail oriented 
Technical 
· Sound knowledge of office practices and procedures 

· Excellent typing skills and proficiency in word processing 
· General knowledge of administrative  policies and procedures 
· Excellent knowledge and use of Microsoft Office Suite.

· Strong computer and Internet research skills
· Proficient in  records management 
· Knowledge of the operation of standard office equipment, including photocopiers, scanners  and fax machines 
MINIMUM REQUIRED QUALIFICATION AND EXPERIENCE

· First Degree in Business Administration/Administrative Management  
· Three (3) years working experience in an administrative position

AUTHORTY

· To access confidential files within the Unit
· To screen callers and visitors to the Unit
· To requisition office supplies for the Unit
· To assess and recommend  venues for events

SPECIAL CONDITIONS

· Required to travel to meetings locally to take minutes and record decisions for action

· May be required to work beyond normal working hours from time to time to meet deadlines
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