
 

 

Job Description 

Job Title:  Administrative Assistant 

Reports to:  ADT Program Director 

FLSA Status:  Non-Exempt/Hourly 

Position Summary: 

The Administrative Assistant will primarily assist the Adult Day Training department with their 

daily tasks as well as completing projects and tasks as assigned by directors and managers.  The 

Administrative Assistant is responsible for monitoring and being aware of all persons entering 

and exiting the building, including documenting and verifying participants’ in and out times. 

Qualifications: 

 Must be at least 18 years of age 

 Must have a high school diploma or equivalent 

 Must have excellent communication, organization and customer service skills 

 Must be proficient in MS Word and Excel 

 Must be able to work in a busy environment with regular interruptions 

 Must be able to work in stressful situations and meet deadlines 

 Must pass a criminal background check 

 Must pass a pre-employment and random drug screens 

 

Requirements/Responsibilities: 

 Assist all departments with their administrative tasks and projects; complete repetitive 
and one-time assignments as assigned by directors and managers 

 Functions as the front desk receptionist for the organization, responsible for 
answering/routing all incoming phone calls in a professional and courteous manner 

 Maintain strict confidentiality with all documents, communications and information 
seen, heard and/or learned on the job  

 Greet all participants, staff and visitors and provide assistance as requested 



 

 

 Be aware of who enters and exits the building and ensure all participants’ in/out time is 
documented timely and accurately on the daily in/out sheet 

 Maintain regular and punctual attendance from 8:00 am to 4:30 pm Monday thru Friday 

 Ensure all client binders are up to date and documents are filed timely and accurately 

 Provide client monthly summaries to case managers as directed by program managers 

 Schedule and maintain company conference room calendars  

 Maintain records that are accurate and current 

 Assist the Executive Director with notifications to Board members and completing 
projects and directives 

 Assist managers with planning and organizing staff meetings and events, including 
making copies and assembling packets 

 Assists with Medicaid billing procedures as needed  

 Other duties as assigned 


