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Manager’s Clerk

Summary
This position provides support functions for management and their teams.  Perform diversified clerical duties which require frequent independent judgment, job knowledge and understanding of working relationships.  Ability to work in a customer service environment with internal and external customers. Ability to work independently with minimum supervision.  Ability to operate automated office equipment.  High level of computer literacy.

General Duties

Duties may include, but are not limited to, the following: 

A. Processing payroll functions and absence related functions. Maintain confidential personnel records.

B. Performing clerical duties including answering phones, processing bills, vouchers, requisitions, various forms of correspondence, reservations, mail, supplies, equipment and access requests.

C. Preparing, summarizing and maintaining administrative reports, logs, and schedules. 

D. Accurately recording and tracking productivity.

E. Effectively communicate with customers.  

F. Support various system applications for specific work organizations.

G. Operating various office equipment. 

H. Ability to coordinate multiple tasks and able to prioritize and complete tasks with minimal supervision

I. May be required to handle discretionary employee information which is to remain confidential including personnel files and notes pertaining to confidential meetings.

J. May be required to perform additional duties and tasks as required by the Company.
Basic Qualifications

A. Security background investigation may be required. 

B. Ability to communicate effectively with customers, both orally and in writing. 

C. Must possess good organizational skills. 

D. Must be available to work scheduled tours designated by the Collective Bargaining Agreement and/or the needs of the business.  Associates may be required to work evenings, nights, weekends, holidays, and overtime as the needs of the business necessitate.  Non-scheduled days will be required as needs of the business necessitate.
E. Ability to navigate through Microsoft Windows environment, and use Microsoft Office products such as Word, Excel, and Access.

Training

Training generally includes on-the-job and/or class instruction, depending upon assignment.
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