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Job Description

Job Title:
Administrative Assistant
Reports to:
General Manager, Aspire
Location:
Atlanta
FLSA Status:
Non-exempt
Summary

Provides administrative support to the executive office by performing the following duties:
Essential Duties and Responsibilities
· Prepares routine and advanced correspondence including letters, memoranda, and reports 
· Types letters, memoranda and reports from drafts and proofreads and reviews documents for grammatical and numerical errors 
· Schedules meetings, appointments, rooms, equipment, or other resources
· Prepares presentations, reports and other documents
· Answers telephone calls, takes messages, responds to questions and directs callers to appropriate parties
· Provide admin support to other departments as needed
· Maintains, updates and creates databases and/or database information
· Compiles and files correspondences, records, documents and reports according to an established system 
· Manage confidential and time sensitive material
· Assist with creation of PowerPoint presentations
· Performs other related duties and tasks as necessary or as assigned 

Education/Experience
Bachelor's degree (B.A.) or equivalent from a four-year college or technical school; or two to four years related experience and/or training; or equivalent combination of education and experience.  Excellent verbal & writing skills required. Experience in handling a wide range of administrative and executive support related tasks and ability to work independently with little or no supervision required. Must be well organized and possess ability to interact with staff (at all levels) in a fast paced environment.
Computer Skills
To perform this job successfully, an individual should have knowledge of the Office Suite including word processing software; spreadsheet software; and internet software.

Certificates and Licenses
No certifications needed.

Supervisory Responsibilities
This job has no supervisory responsibilities.

Work Environment
The noise level in the work environment is usually moderate.

Application Process
To apply, submit your resume to Human Resources at recruiting@aspiretv.tv 
For information on our company, visit www.aspiretv.tv 
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