ESSEX Administrative Assistant (EAA)

Duties and Responsibilities
 Summary

ESSEX Administrative Assistant (EAA) will provide clerical and administrative support to the Chair, Vice Chair, Inbound and Outbound Coordinators. The EAA will facilitate communication between ESSEX and Districts and keep records of students and provide administrative support to the ESSEX Student Exchange Program.
The intent of this document is to provide a summary of the major duties and responsibilities of this position and shall not be considered as a detailed description of all the work requirements that may be inherent in the position.
Essential Functions

1. Documentation and Maintaining Records

Obtain and maintain electronic records of documents to include: Student Insurance, Student Files, Department of State, CSIET, Policies and Procedures and data bases.

2. Communication

a. Maintain annual ESSEX directory.
b. Work with ESSEX Chair and designated others in coordinating email blasts to members.

c. Work with ESSEX Chair and designated others communicating student information.

d. Help maintain ESSEX website.
3. ESSEX Meeting Support

a. Help with planning, registration, and possible on-site support at ESSEX meetings.
.
Qualifications

High School graduate with organizational experience preferred and computer experience a must. Demonstrates comprehensive knowledge of computer skills, in a variety of software programs, i.e. Microsoft Word, Excel, Publisher, PowerPoint, Email and some knowledge of social networking.
Excellent customer service, verbal and written skills required.

Ability to prioritize, organize, and is flexible with changing needs of ESSEX.

Estimated Time Requirements
Flexible based on needs of ESSEX.  Estimated to be 800 hours a year. Work will be completed in home.  There is no ESSEX Office. ESSEX will provide equipment and supplies as needed.

You will be issue a 1099 for your payment.
