Admin Executive Job Description
1. Job Overview
This Admin Executive role supports the smooth running of the office, handling scheduling, communication, and organization across departments. It suits someone who enjoys keeping several moving parts on track at once and doesn't mind being the person others rely on to get things done.
2. Responsibilities and Duties
1. Manage calendars for executives and departments, organizing meetings and appointments.
1. Coordinate travel plans, documentation, and office supplies.
1. Provide administrative support to HR, Marketing, Sales, and other departments.
1. Handle phone calls and emails, screening inquiries and directing messages appropriately.
1. Maintain filing systems, both physical and digital, so records are easy to find.
3. Qualifications and Requirements
1. High school diploma or equivalent, with additional training in office administration.
1. Strong organizational, time management, and communication skills.
1. Comfortable with Microsoft Office Suite (Word, Excel, PowerPoint).
1. Able to work independently, prioritize tasks, and meet deadlines.
