Office Assistant I 

SUMMARY: 

Performs a range of basic office support activities for a unit/department, such as answering phones and directing calls, greeting and directing visitors, answering questions and performing routine clerical, data entry, and/or word processing work as assigned.

DUTIES AND RESPONSIBILITIES: 

1. Answers telephones, routes calls, takes messages, and provides general information; greets and directs visitors; answers routine inquiries; maintains log of inquiries as required.

2. Opens and routes incoming mail; distributes correspondence and other material to department staff/faculty.

3. Performs a variety of routine typing assignments as appropriate to the position; may operate a personal computer to draft basic correspondence, enter data, and print letters, labels, reports, and/or other materials; types and mails form letters.

4. Copies and/or duplicates materials as requested; may oversee day-to-day operation of copy machine; may prepare and transmit facsimiles for the unit.

5. Establishes, maintains, processes, and/or updates files, records, and/or other documents.

6. May run various routine errands, as required, for the unit/department.

7. Performs miscellaneous job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to understand and follow specific instructions and procedures.

· Word processing and/or data entry skills.

· Ability to prepare and print routine correspondence, labels, and/or other basic written material.

· Skill in the use of operating basic office equipment.

· Receptionist skills.

· May require student be a major in a specific department or field.

· May require a minimum GPA.

