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Job Description and Qualifications

Job Title: Administrative Support Specialist
Department: Administration
Reports To:  Accounting Manager 
FLSA Status: Non-exempt (from overtime)
Summary 

Perform office and administrative tasks; Assist with accounting efforts for DataPerk and Events at Haven.  
Essential Duties and Responsibilities include the following (Other duties may be assigned):

Office Functions:
· Answer telephones in a friendly and helpful manner and route as appropriate.  

· Greet visitors and route as appropriate, including offering them a drink and getting them routed to the conference room or to the appropriate personnel they are to see. 
· Sort and distribute mail daily.  

· Run office errands such as bank deposits, picking up supplies, etc. as needed or requested.

· Assist with keeping the office organized by maintaining files as needed or requested.  

· Utilize Autotask to enter tickets and assist with work flow.
· Participate in company events and outside events to help increase brand awareness and standing in the community.

· Ensure office is neat and professional in appearance at all times. Includes routing janitorial and landscaping needs as well as monitoring conference rooms. 
· Manage office supplies.

· Schedule internal meetings when needed.

· Other office functions as assigned.
Accounting Functions:

· Perform accounts payable duties including entering bills, cutting checks, etc. 
· Reconcile credit card statements with receipts on a weekly basis and maintain files.    

· Pay and file monthly sales tax and maintain files thereto. 

· Assist with ensuring no further work is done for clients with past due accounts by managing account status updates in Autotask.
· Assist with client invoices as needed.
· Company vehicle tag renewals

· Assist with insurance issues when needed including commercial general liability, automobile coverage, premises liability, worker’s comp, etc.

· Perform monthly audits for client recurring services.

· Other accounting functions as assigned.
Human Resources Functions

· Record employee hire dates in company calendar and track introductory periods for purposes of benefit administration (eligibility for health care and retirement and accrual of paid leave). Maintain records regarding the same and report relevant dates to managers to ensure that introductory periods are properly documented internally and with employee.

· Assist in revising Employee Handbook and Manual and other company policies.

· Assist with maintenance of Job Descriptions

· Assist with recruiting new candidates as needed.

· Work to develop Dataperk’s culture to include luncheons, incentives and bonus programs.

· Schedule employee reviews to help ensure monthly, midyear, and annual reviews are conducted.
· Other HR functions as assigned. 

Supervisory Responsibilities                   




This job has no supervisory responsibilities.

Competencies                   




To perform the job successfully, an individual should demonstrate the following competencies:


Pursue training and development opportunities.  Strive to continuously build knowledge and skills.  Prioritize and plan work activities.  Set goals and objectives. Volunteer readily.  Seek increased responsibilities.  



Demonstrate accuracy and thoroughness.  Monitor own work to ensure quality.  Write clearly and informatively.  Edit work for errors.  Read and interpret written information sufficiently. 


Identify and resolve problems in a timely manner.  Manage difficult or emotional customer situations.  Respond promptly to customer needs.  Speak clearly and persuasively in positive or negative situations.  Listen to and obtain clarification.  Respond well to questions.



Balance team and individual responsibilities.  Exhibit objectivity and openness to others' views.  Give and welcome feedback.  Contribute to building a positive team spirit.  Put success of team above own interests.  Support everyone's efforts to succeed.



Treat people with respect.  Approach others in a tactful manner.  Work with integrity and ethically.  Follow policies and procedures.  Support organization's goals and values.  



React well under pressure.  Accept responsibility for own actions.  Follow through on commitments.



Consistently report to work and on time.  Ensure work responsibilities are covered when absent.  Follow instructions and respond to management direction.  Complete tasks on time or notify appropriate person with an alternate plan.  Ask for and offer help when needed.

Qualifications 

To perform this job successfully, an individual must be able to perform each Essential Duty and Requirement.

Education and/or Experience                   

Bachelor’s degree preferred. Equivalent combination of education and experience accepted.
Language Skills                   

All applicants must be able to read and comprehend instructions, correspondence, and memos in English.  Applicants must have the ability to write correspondence.  All applicants must have the ability to effectively present information in one-on-one situations.

Mathematical Skills                   

Applicants must have the ability to add, subtract, multiply, divide and perform algebra, and the ability to compute rate, ratio, and percent and to draw and interpret bar graphs and charts.

Reasoning Ability                   

All applicants must be able to apply common sense understanding to carry out complex instructions. 

Computer Skills                   

To perform this job successfully an individual should have significant experience computer software and services.

Other Skills and Abilities                   




· Good phone etiquette

· Good organizational skills

Physical Demands/Work Environment 

The physical demands and work environment characteristics described here are representative of those that must be met or that an employee may encounter while performing 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 handle, reach with hands and arms, and talk and hear.  The employee is occasionally required to stand, walk, stoop or kneel. The employee must occasionally lift and/or move up to 40 pounds.  Specific vision abilities required by this job include close vision.

The noise level in the work environment is usually quiet.

To apply please email Lindsey Hood at lhood@dataperk.com.
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