
POSITION TITLE:

ADMINISTRATIVE ASSISTANT III

JOB DESCRIPTION AND RESPONSIBILITIES:

1.Answers routine communication/correspondence.
2.Prepares clerical reports.
3.Prepares/drafts office communications, reports, and correspondence as directed by

the Division Head.
4.Arranges travel documents and reimbursement of expenses for the Division Head.
5.Handles appointments, maintain schedule and tracks public functions of the Division

Head.
6.Takes dictation and transcribes shorthand notes during meetings and related

activities.
7.Handles telephone calls, fax messages, and official emails and routes

messages/documents to appropriate/authorized personnel.
8.Maintains records of incoming and outgoing communications, confidential files and

documents.
9.Assists guests and attends to their concern.

10.Performs other related functions as may be assigned.




