
	Job Description for Employee:    

	

	
	

	Reporting To:  
	Number of People Supervised: 0 

	Job Summary:  Oversees company’s administrative procedures. Compiles and submits Quarterly Task reports to the Virtual Enterprise Coordinator.  Schedules meetings and prepares agendas, takes minutes of meetings and maintains the company calendar. Edits company reports.  Manages the company’s email; Assists in the management of the company’s web orders; Maintains the company’s Work Samples binder; maintains company’s communication with Business Partners and Virtual Enterprise Central. Collates Trade Fair binders with rubrics and info for each trade fair to members of the management team. Responsible for company correspondence, VE task documentation, bulletin board, formatting and editing of Business Plan, Annual Report etc.  Responsible for opening and distributing all mail and faxes.


Duties and Responsibilities: 
1. Prepares agendas for all meetings.
2. Takes minutes at Weekly Staff Meetings
3. Maintains company calendar.
4. Creates company reports.
5. Tracks and completes quarterly task assignments.
6. Manages the company’s in-going and out-going mail, hard-copy and electronic.
7. Creates, collects work and maintains the company work sample binder.
8. Distributes work samples to appropriate employees for inclusion in ve portfolio.
9. Answers all incoming calls to the business (classroom)
10. Formats business plan and annual report documents in conjunction with the graphics department.
11. Performs other work as assigned.

 Knowledge, Skills, and Abilities: 

1. Able to effectively operate computer equipment and calculators used to perform job.

2. Proficient in Microsoft Office Suite (Access, Excel, PowerPoint, Publisher and Word).

3. Proficient in use of Google Documents used to perform job.

4. Proficient in use of a variety of email systems including Google’s Gmail and Microsoft Outlook.

5. Strong Organizational Skills- able to manage time and make deadlines.

6. Capable of completing assignments with minimal supervision.
 Special Requirements: 
1. Ability to sit at computer for long periods of time.
2. Ability to work independently without constant direction and instruction.
Quarterly tasks:

quarter 1:  Business Selection, Business Plan, Company Forms, Company Uniforms, Employee Manual (Sexual Harassment and Cultural Diversity are addressed), Job Descriptions, Job Interviews, Portfolio Work, Staff Development, Student Profile, Trade Fair Prep, and Assessment Tests. 
quarter 2:  Business Plan, Business Plan Presentation, Company Forms, Company Newsletter, Grand Opening, Personal Finance, Portfolio Work, Staff Development (Provide employee training on sexual harassment and cultural diversity/develop a certificate for employee completion of training to add to personnel folder) , Trade Fair Prep and Participation, Pre-Test, and Assessment Tests
quarter 3: Company Forms, Company Newsletter, Payroll, Payroll Taxes, Personal Finance, Portfolio Work, Trade Fair Prep and Participation, Mid-Term, Staff Development (Develop new hire orientation program), and Assessment Tests
quarter 4:  Annual Report, Annual Report Presentation, Company Forms, Company Newsletter, Payroll, Payroll Taxes, Personal Finance, Portfolio Work, Post-Test, Staff Development.
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