
NORTHEASTERN PENNSYLVANIA ALLIANCE 
NEPA 

 
JOB DESCRIPTION 

 
POSITION TITLE:   Administrative Assistant for Community Services &   
     Transportation Services Divisions 
 
DIVISION:    Community Services & Transportation Services Divisions 
 
SUPERVISOR: VP of Community Services and/or VP of Transportation Services 

Divisions 
 
EFFECTIVE DATE: July 1, 2014 
 
FLSA STATUS: Non-Exempt 
 
PAY GRADE: Administrative Assistant – Part Time 
 
GENERAL DESCRIPTION: 
 
The Administrative Assistant assigned to the Community & Transportation Services Division is a part-
time, hourly, non-exempt position.  The Administrative Assistant performs general administrative and 
clerical functions for both Divisions. 
 
ESSENTIAL FUNCTIONS: 
 
1. Ability to complete tasks utilizing a personal computer in a Windows environment, employing 

Microsoft Office business applications software (Word, Excel, Access, Explorer, or equivalent 
programs, Email, and other computer automated programs and office equipment. 

 
2. Ability to assist division personnel in the development of workshops, seminars, and the arrangement 

of meetings for division staff. 
 
3. Ability to attend meetings, take accurate notes, and prepare minutes of meetings as assigned by the 

VP of Community Services, the VP of Transportation Services, and/or the President & CEO. 
 
4. Ability to organize and maintain document files on a daily basis. 
 
5. Ability to prepare and send information packets in preparation for meetings. 
 
6. Ability to communicate effectively, verbally and in writing to NEPA staff, management, committee 

members, Board of Directors, partners, local government officials, and other clientele. 
 
7. Ability to operate, with proficiency, office machinery including, but not limited to, personal computer, 

computer programs, copier, fax machine, postage machine, binding machine, folding machine, 
printer, and telephone system. 

 
8. Ability to organize conference room(s) with refreshments and supplies prior to meetings. 
 
9. Ability to travel, occasionally overnight, to meetings, or conferences, or other events at offsite 

locations and work evening hours at NEPA functions, when required. 
 
10. Ability to perform receptionist duties on a rotating basis, as assigned. 
 



11. Ability to monitor office supplies inventory and reorder when necessary. 
 
12. Ability to monitor office equipment for proper operation and call for service when required. 
 
13. Ability to tolerate long periods of time sitting and working at a desk or personal computer in an office 

environment. 
 
14. Ability to maintain a high degree of confidentiality in assisting division personnel. 
 
15. Ability to perform all other duties as assigned by the VP of Community Services, the VP of 

Transportation Services and/or the President & CEO. 
 
ADDITIONAL FUNCTIONS: 
 
1. Ability to communicate with the general public in an effective and courteous manner through 

personal or telephone greetings. 
 
2. Ability to file and maintain various operational and program records of the Community Services 

Division and the Transportation Services Division.. 
 
3. Ability to assist other NEPA Divisions with clerical or administrative duties as assigned. 
 
4. Ability to serve on various NEPA committees to benefit the organization. 

 
5. Ability to answer telephones and direct customers to appropriate NEPA service providers in a 

timely manner as assigned. 
 
MINIMUM QUALIFICATIONS: 
 
1. High School Diploma with experience in office and clerical work. 
 
2. Business School training preferred, but not required. 
 
3. Two (2) years work experience as Administrative Aide, Secretary, or equivalent. 
 
4. Minimum typing skills of 50 words per minute, with computer proficiency. 
 
5. A valid Pennsylvania driver’s license, or the ability to attain one. 
 
6. Good communication and organizational skills are required. 
 
7. Must be legally employable in the U.S. 


