Jamaica Information Service

JOB DESCRIPTION
(Job content in JIS is dynamic, is subject to continual review and change according to our business needs, and will require this job description to be updated from time to time. However, staff are expected to comply with the reasonable instructions of their managers and supervisors at all times, irrespective of the inclusion, or not, of an express clause in their job descriptions. Job descriptions are intended to be used as a guide and not as a mechanism to inhibit our flexibility to respond to our customers). 

Job title



Administrative Assistant

Job grade



Grade 6

Directorate/department/section
Production/Television

Reports to



Television Manager

Directly supervises


None

JOB PURPOSE (reason for job existing)

· To provide administrative support to the department and assist with inter and intra departmental communications.

KEY OUTPUTS (results, deliverables)

· Paperwork produced and filed;

· Monthly Reports produced;

· Telephone bill reconciliation;

· Agenda and minutes of meetings produced;

· Phone calls answered;

· Diaries maintained;

· Departmental manager and staff supported.

PERFORMANCE INDICATORS (how success will be measured)

· Accuracy and speed with which documents are produced;

· Documents easily accessible from filing system;

· Speed at which telephone calls are answered;

· Quality of telephone manner and message taking;

· Timely submission of all Monthly and Quarterly Reports to Head Office;

· Timely reconciliation of telephone bill;

· Satisfaction of departmental manager and staff with administrative support

MAIN DUTIES AND RESPONSIBILITIES (job activities)

· Produce documents as directed using a personal computer, printer and standard office software, including word processor, spreadsheets and presentational graphics;

· Act as recording secretary at meetings as required by the Television Manager;

· Assist in the preparation of monthly and quarterly reports;

· Answer phone calls and forward them as appropriate, take messages and pass them on;

· Send and receive faxes as required;

· Maintain departmental administrative filing system and keep filing up to date;

· Daily responsibility for the imprest system

· Responsible for recording personal telephone call numbers; and the reconciliation of the telephone bill to ensure that employees pay for personal calls  
· Ensure that the Agency’s policies and procedures are adhered to at all times my members of the department;

· Manage the process of ordering and usage of video tapes by the department

· Manage the process of ordering and usage of stationery items

· Assist with the preparation of the annual budgeting for the television department by assisting the Television Manager with the collating of requisite information;

· Assisting the Television Manager in managing the budget and controlling expenses;

· Attending to logistics, such as Contracts/Letters of Agreements with external organisations, schedules, and other areas of the production process;

· Maintains a supply of all production forms, blank video tapes and other material needed in the production process, an inventory of work group videotapes, files program logs, copyrights and other program information;
· Prepare and submit reports as required for the Administration and Human Resources and Accounts Departments.  These include Monthly Absenteeism Summary Report, bi-monthly imprest report and report on tape usage to the Accounts Department;   
· Assist the Television Manager in the timely preparation and dispatch of reports, inclusive of complete and accurate billing and invoicing information, to the Accounts Department;

· Follow-up to ensure payment from clients for work done;

· Responsible for the collection and reconciliation of non-core revenue by the department, and the daily submission of this cash to Accounts

· Prepare regular and standard documents for approval according to timing (e.g., regular reports) and specific need (e.g., stores requisitions, repairs requisitions);

· Maintain personal computer and printer with the support of the Information Technology department;

· Ensure that anti-virus programmes are regularly run in order to protect the personal computer and work;

· Ensure that back-ups are taken regularly in order to protect work;

· Ensure that there is no unauthorised access to the personal computer and that all data input is from reliable sources as advised by the Information Technology department.  No games are to be loaded onto the personal computer.  No personal internet browsing is to be performed on the personal computer;

· Be an excellent ambassador for the department, especially when dealing with customers and their representatives;

· Carry out other duties and responsibilities, appropriate to this post, as may be required by the JIS from time to time.

JOB DIMENSIONS (authority, scope and impact of job)

· No staff responsibility;

· Designated an Accountable Officer

· No budgetary responsibility.

REQUIRED COMPETENCIES (knowledge, skill and experience)

· Diploma in Business Administration, Certified Professional Secretary designation or equivalent qualifications

· Knowledge and understanding of office filing and retrieval systems;

· Understanding and working knowledge of Microsoft Office including Word, Excel, PowerPoint, Microsoft Fax and Outlook Express
· Able to use Internet and email.  Able to carry out housekeeping on personal computers, such as making security backups and running anti-virus programmes to scan, detect and clean drives.
· Good and pleasing telephone manner;

· At least two years of administrative or clerical experience in a fast paced office environment.

VALIDATION

This job description was prepared by _________________________(name) on __________(date)

This job description is validated as an accurate and true description of the job when the CEO signs below.

I have validated this job description _____________________(signed, CEO) on _________(date)

