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JOB DESCRIPTION

Job Title: Administrative Assistant

Job Summary: The Administrative Assistant shall perform an important role in observing
transparency and accountability within the organization. S/he shall help ensure that the
Admin policies, procedures and internal controls are implemented through providing
assistance in travel, procurement, asset management and document safekeeping.

Responsibilities:

The Administration Assistant shall report to the Organizational Support Manager and shall
closely collaborate with the Administration and Finance team. S/he shall perform the
following functions:

a.
b.
C.
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Organizes the transportation requirements for official functions

Provides support in booking accommodations and travels for official functions
Provides assistance in organizing external events and internal activities of the
organization

Provides support in the implementation of the procurement process which includes
filing of procurement documents

Monitors and maintains asset inventory record

Helps ensure that the office/workplace is properly maintained

Provides support in filing, organizing and archiving organizational documents
Helps track staff whereabouts

Helps calendar meeting room reservations

Provides support in the implementation of office policies and procedures

From time to time, the Administration Assistant shall undertake other duties as
reasonably required by the role.

Education and Experience

Bachelor’s Degree in Office Administration or related field
At least 1 year experience in the field of administration/office support functions,
although newly graduates are welcome to apply

Skills/Abilities

WWW.icsc.ngo

Basic knowledge in office administration

Attention to detail

Proficient computer skills (excel, word, powerpoint)

Excellent written, verbal and organizational skills (including time management,
handling multiple tasks, team work)
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