Position: 		Administrative Assistant
Reports To: 		Guest Services Coordinator
FLSA Status:	Non-Exempt
Date:			January 2012

POSITION SUMMARY

Assist Guest Group Coordinator in administration of the front office and related tasks to ensure professional communication by PCCC both internally and externally.

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Facilitate and coordinate the overall administrative activities for the office.
· Responsible to communicate clearly to all guests and staff.
· Moderate radio communications to and from office.
· Assist callers by answering questions regarding the Conference Center, availability and specific events. 
· Greet and assist visitors and guests to the office.
· Assist Guest Group Coordinator by replenishing files, making appropriate copies and assisting guest groups.
· Receive guest group deposit, sends receipt and thank you letter. 
· Ensure creation and placement of all guest group signs including all welcome signs, table cards, and comment cards for guest groups. 
· Prepare guide books for group leaders.
· Send final thank you letters to guest groups
· Process invoice paper work
· Maintain and ensure sufficient quantity of guest group and office forms.
· Sort incoming mail.
· Ensure timely receipt of deposit and signature page in accordance with process guidelines.
· Direct accommodations staff to fulfill walk-in guest requests.
· Update master monthly calendar on office wall.
· Compile master staff schedule from schedules given by each department.
· Perform similar, job related duties and special projects as directed by the Executive Director. 
· These duties are not exclusive and with consideration of the job requirements and employees skills, this job description can be added to or taken away from at the discretion of the employee’s immediate supervisor.






JOB SKILLS AND QUALIFICATIONS

· A personal relationship with God through Jesus Christ demonstrating personal faith through consistent daily living in accordance to God’s Word.
· Understands the mission of Palomar Christian Conference Center, and is in agreement with its statement of faith submitting all other goals and desires to that main goal.
· Excellent verbal and written communication skills
· Interpersonal skills required to maintain positive relations with both staff and guests
· Proficient in Microsoft Word and Excel and file management
· Basic skills in and data entry
· Possesses excellent customer service skills and presents a professional appearance and demeanor
· Possesses strong attention to detail and organization while managing multiple priorities.
· Regular, timely attendance

(These duties are not exclusive and with consideration of the job requirements and other skills, the job description can be added to or taken away from, at the discretion of the employee’s immediate supervisor)

TYPICAL WORK SCHEDULE

· This position requires 30 - 40 hours in a 5-day work week.   



---------------------------------------------------------------------------------------------------------------------------


I have read and received a copy of my job description.  I understand this overrides anything I have been given or told in the past.  I further understand that I am expected to follow my job as is outlined and if I have any questions concerning what is expected of me, I will speak with my immediate supervisor.

		
_____________________				____________
Employee							Date
