Job Description

Identification No IMS-EJS/MD/FIN/HRADM/T/001 Revision Number: 01

Date of Issue 02-01-2026 Revision Date: 01-05-2026

Job Title: Assistant Admin
Department: Finance
Reports To: Human Resource Coordinator

Job Summary

The Assistant Administrator is responsible for providing comprehensive administrative,
operational, and clerical support to ensure the efficient day-to-day running of the
organization. The role involves coordinating office activities, maintaining accurate records,
supporting management and staff, handling correspondence, organizing meetings, and
ensuring office procedures are followed. The Assistant Administrator acts as a key point of
contact for internal employees, clients, suppliers, and visitors while maintaining
professionalism, confidentiality, and excellent organizational standards.

Main Duties and Responsibilities
1. Office Administration

= Assist in the daily administration and smooth operation of the office.

» Ensure office procedures and administrative systems operate efficiently.

* Maintain an organized and professional office environment.

= Coordinate office activities and administrative support across departments.
= Monitor office facilities and report maintenance issues.

= Ensure compliance with organizational administrative policies.

2. Communication Management

= Answer, screen, and direct incoming telephone calls.

» Receive and respond to emails and correspondence professionally.

= Draft letters, reports, memos, meeting minutes, and official documents.
» Handle internal and external communication on behalf of management.
= Welcome visitors and provide appropriate assistance.

3. Calendar and Meeting Coordination

= Schedule meetings, appointments, interviews, and conferences.
= Maintain management calendars and appointment schedules.

= Prepare meeting agendas and distribute supporting documents.
= Record minutes during meetings and circulate action points.

» Arrange meeting venues, equipment, refreshments, and logistics.
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4. Document and Records Management

= Create, organize, update, and maintain filing systems.

= Maintain both electronic and physical records.

= Ensure documents are properly archived and easily retrievable.
= Prepare reports and presentations as required.

= Maintain confidentiality of sensitive organizational information.

5. Data Management

= Perform accurate data entry.

= Update company databases and employee records.

= Generate periodic reports from administrative databases.
= Verify data accuracy and correct discrepancies.

6. Procurement and Inventory

= Monitor office supplies and stationery inventory.
= Prepare purchase requests.

= Coordinate procurement of office supplies.

= Liaise with suppliers regarding deliveries.

= Maintain inventory records.

7. Financial Administration Support

= Assist with invoice processing.

= Prepare payment requests.

= Maintain petty cash records.

=  Support budget monitoring.

= Assist with expense reconciliation.

= Coordinate financial documentation.

8. Human Resource Administrative Support

= Assist with recruitment administration.

= Schedule interviews.

= Prepare employment documents.

» Maintain personnel files.

= Track employee attendance and leave records.
= Coordinate onboarding activities.

= Support employee training logistics.
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9. Travel and Logistics

= Arrange domestic and international travel.

» Book flights, accommodation, and transportation.
= Prepare travel itineraries.

= Process travel reimbursement documentation.

= Coordinate logistics for official events.

10. Customer Service

= Respond to client inquiries professionally.

= Direct customers to appropriate departments.

= Resolve basic administrative issues.

= Maintain positive relationships with clients and stakeholders.

11. Compliance and Confidentiality

= Ensure compliance with company policies.

= Maintain confidentiality of company records.

= Follow legal and regulatory administrative requirements.
= Assist during internal and external audits.

12. Event Coordination

= Assist in organizing workshops, seminars, and conferences.
= Coordinate event logistics.

= Prepare participant lists.

= Arrange meeting materials.

= Support registration and event administration.

Key Performance Indicators (KPIs)

» Timely completion of administrative assignments.

»= Accuracy and completeness of records and documentation.
» Efficient scheduling and coordination of meetings.

= Response time to correspondence and inquiries.

» Office supplies maintained without shortages.

= Accuracy of data entry and reports.

= Compliance with filing and document management standards.

» Positive feedback from internal and external stakeholders.
= Timely preparation of reports and meeting minutes.
» Effective support for organizational events and projects.
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Approval and Signature

Approved by: Human Reso# dﬁi@mgmfr\ator
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Signature:

Employee Acknowledgement and Signature

l, DO( axs Tonas Hiag , acknowledge that | have read and
understood the duties, responsibilities, and requirements outlined in this Job Description for
the position of Front Desk Officer. | agree to perform my duties to the best of my ability and
comply with the company’s policies and procedures.

Employee Name: Docauns Fonas g

Employee Signature: aﬁQ@@

Date: 01 /65/2026
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