Bethany St. Joseph Corporation
Job Description

Job Title: Business Administrative Assistant
Department: Administration
Supervised By: Administrator
Effective Date: 02/23/18
JOB SUMMARY: Provides a wide range of moderate to complex business, administrative, and employee
support for the day to day operations of the facility.
JOB FUNCTIONS:
1.

Business Support Responsibilities
 Prepare deposits as directed by the Administrator; copy remittances and other information for the
Corporate Business Office.
 Process Account Receivables and Payables.
 Perform employee payroll duties directed by Administrator.
 Complete PBJ reports.

2. Administrative Responsibilities
 Provide administrative support to management by performing various clerical duties and
responsibilities including, but not limited to organizing, receiving, and processing information.
 Maintain databases, operating office equipment, and office space.
 Set up and maintain filing systems, establish work procedures, and collate information in a
systematic order.
 Perform general clerical duties including, but not limited to, typing memos, letters, reports,
photocopying, faxing, and mailing as directed by management.
 Maintain a professional office atmosphere to ensure responsive, courteous, confidential, and
helpful interaction with co-worker, staff and the public.
 Responsible for keeping inventory of all office supplies and placing orders for replenishment
when needed.
 Answer and direct incoming phone calls. Take and relay written messages as appropriate.
 Complete other tasks as assigned by the Administrator.
3. Employee Support Responsibilities
 File and maintain personnel files and other employee related information in a confidential
manner.
 Create and update an electronic employee data base.
 Route paperwork to employees and from employees to Corporate HR.
 Conduct Pre-employment session and facility orientation.
 Answer basic employee questions regarding employee benefits and channel more complex
questions to Corporate HR.

Bethany St. Joseph Corporation is an Equal Opportunity Employer

QUALIFICATIONS:
1. Associate degree in business or related field. 2-4 years of experience in an office or administrative
support position preferred.
2. Represent self and the facility in a professional manner.
3. Knowledge of principles and practices of basic business and office management.
4. Knowledge of clerical and administrative procedures and systems such as filing and recordkeeping.
5. Knowledge of operation of standard office equipment including, but not limited to, fax machine, copier,
and printer.
6. Proficient in computer skills and knowledge of relevant software.
7. Requires excellent verbal and written communication skills.
8. Be able to efficiently plan, organize, prioritize and problem solve.
9. Provide attention to detail when information gathering and monitoring.
10. Be flexible and adaptable.
11. Must be dependable and consistently at work on time.
12. Be proficient in operation of phone system and have excellent interpersonal telephones skills with a
variety of people.
13. Be customer service orientated.
WORKING CONDITIONS:

1. Hourly non-exempt position.
2. Frequent exposure to timeframes and deadlines.
3. Frequent periods of concentrated detailed work.
4. Primary sedentary work.
5. Occasional standing and walking.
6. Occasional lifting nd carrying articles and equipment weighing 20#
7. Occasional twisting and bending.
8. Occasional reaching with hands and arms.
9. Frequent use of finger/hand motions in writing and computer use.
10. Frequent contact with a variety of people and the public.
11. Exposed to a climate-controlled office environment
12. Frequent need to use vision for close-up work.

This job description is not intended to be all-inclusive. Bethany St. Joseph Corporation reserves the right
to revise or change duties and responsibilities as the need arises. This job description does not constitute
a written or implied contract of employment.
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