
Office Assistant Job Description 9/22/15 

RESPONSIBILITY 
 
Customer service representative of the Training Department 

DUTIES (included, but not limited to) 

 Answer phones and greet customers 
 Assemble all training materials for classes as necessary, (i.e., manuals, rosters, agendas, 

handouts, etc.) 
 Prepare course folder with paperwork to include all required class and student information, 

ensure all paperwork is completed 
 Set up training room with proper registration materials for instructors, including course manuals 

and handouts 
 Ship materials for off-site classes as needed 
 Maintain a stock of course manuals, copying and binding manuals as needed 
 Enter all student information in the computer database for each class 
 Ensure final course folder is completed and submit to Training Coordinator for final processing 

and storage 
 Maintain inventory of office supplies, kitchen/break area supplies and training materials 

supplies, ordering of materials as needed through purchasing 
 Prepare/customize reports using prepared templates and inserting site specific data  
 Ensure reports are delivered to client in a timely manner 
 Assist Training Coordinator as needed, covering their responsibilities during the lunch hour or 

on days they are not at the office 
 Responsible for office tidiness, including kitchen/break are and classrooms 
 Maintain inventory on copier/printer supplies, call for service as needed 
 Perform other related tasks and duties (errands such as banking/post office, purchasing 

refreshments or other supplies) as assigned 
 

REQUIREMENTS 
 Must be able to bend and lift up to 30 pounds 
 Must be proficient with Microsoft Office (Outlook, Word, Excel and PowerPoint) 
 Must have a valid driver license and own vehicle 
 15% Travel to other offices 
 Minimum Associates Degree 
 Experience working in a professional office setting a plus 

 
Job Type: Full-time 
Salary: $11.00-$12.00 /hour 
 
Required experience: 

 Professional Office Setting Experience Preferred: 1 year 
 

Required education: 
 Associate 


