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Detroit Canada Tunnel Corporation Job Definition Worksheet – Administrative Assistant  

	Position:
	Administrative Assistant
    
	Name:
	


Responsibility:
Provides confidential administrative and analytical assistance to senior management
Responsibility:

Provides back up assistance to the Administrative Services Supervisor
	Task
	Standards
	Expectations
	Power to Act

	1. Administers the corporate mechanized maintenance work order system

	Inputs internally generated maintenance work orders not generated directly by Operations
	· Data is entered into system and work order is generated within 4 hours of receipt

· Completes all required fields of information

· Dispatches/sends work order to appropriate group, staff or system designation
	 Full responsibility

	
	Initiates and inputs maintenance work orders received from external customers  e.g. Customs, tow truck calls, etc.
	· For minor maintenance or repairs, issue work order with due date

· For major requests, discuss with Operations before issuing work order

· Confirm status of response with Customer
	· Full responsibility for minor work

· Must have approval from Operations for major work

	
	Monitors database and work orders for correctness and completion

	· Database must be up to date with all inputs in the system within ..
· Reviews, each day, all active work orders in the database for correctness  

· Identifies and reports work orders with overdue completion dates
	Full responsibility

	
	Closes out work orders

	· Must sign off each completed work order in the system to close out within one working day of completion
	Full responsibility

	
	Generates reports
	· Work with Operations, IT and consultants to develop, maintain and update reports from system

· Issues reports per negotiated time frames
	Full responsibility

	
	Maintains associated paper files


	All work orders and related information are filed by the end of the day
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	2. Provides confidential, clerical and administrative support to VP’s

	Oversees the preparation of Board Books and the distribution of same 
	At least ten working days before the Board meeting 
	Full responsibility, but must consult with Administrative Services Supervisor when problems arise or due date is jeopardy 

	
	Prepares correspondence, reports and other informational materials
	· Must be function with Word, PowerPoint, Excel and Access software

· Meets requirements and deadlines
	Full responsibility

	
	Provides corporate information for corporate website
	Works with IT to update company website with corporate documentation and information
	Take direction from VP’s regarding content

	
	Maintains incidents reports files

	· Third party incidents and accidents that are reported are entered into system
· Same day received
	Full responsibility

	
	Maintains service call reports files

	· Service calls to assist customers who have vehicle problems on the facility are entered into system
· Same day received
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	3. Administers the Corporate Performance Measurement Program


	· Maintains the Corporate Performance Measures database


	· Acquires measurement data from systems and other areas as directed

· Conducts monitoring and trend analyses and identifies anomalies and exceptional results out side of control limits and measures parameters
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	4. Maintains the Corporate Process Map Binder

	· Function with Visio software

· Understands the concepts of Statistical Process Control as it relates to measurement of company processes


	· Up to date maps are in the binder for all processes

· Process primes are identified

· Assists with determining process measures as they relate to Corporate performance
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	5. Provides Project Management support
	· Follows accepted Project Management methodologies
· Works with management to negotiate what support services are required
· Negotiates with VP’s to determine meeting agenda items related to essential Project Milestones and deliverables
	· Sets up meetings 
· Takes minutes 
· Monitors project schedules

· Maintains up-to-date Project Control Sheets as directed by Project Prime/s
· Issues reports
	Full responsibility, but must consult with VP’s


	Task
	Standards
	Expectations
	Power to Act

	6. Provides clerical and administrative support for  data collection and analyses


	Monitors newspapers for articles directly and indirectly related to DCTC
	· Identifies relevant articles to management

· Maintains an up-to-date newspaper file  
	Full responsibility

	
	Conducts topic-specific information and environmental scans 
	As directed by VP’s
	Full responsibility

	
	Scans specific documentation and information 
	As directed by VP’s
	Full responsibility

	
	Analyzes data and presents conclusions and recommendations
	Determines parameters for analyses with VP’s
	Full responsibility

	
	Performs cost/benefit analyses


	· Reviews business cases and projects

· Presents conclusions and makes recommendations

· Benchmarks proposals and initiatives against accepted industry norms
	As directed by VP’s


	Task
	Standards
	Expectations
	Power to Act

	7. Acts as corporate receptionist in the absence of the Administrative Services Supervisor. 
	Maintains safe reception area by complying with safety policies and procedures   
	Passes safety test and audit
	Full responsibility

	
	Maintains security by following procedures, monitoring logbook and issuing visitor badges 
	Same 
	Full responsibility

	
	Responsible for shipping and receiving as prepared by the Administrative Services Supervisor or as received from an external source
	Same
	Full responsibility

	
	Forwards requests for correspondence, reports and other informational materials to Administrative Services Supervisor. 
	Same
	Full responsibility

	
	Answers calls on second or third ring, screens telephone inquiries and provides referral assistance.
	Responds to chirping  
	Full responsibility

	
	Receives and forwards customer complaints, directs complainant to a senior member of management for resolution.  
	Must inform Administrative Services Supervisor of complaint and action taken. 
	Full responsibility, but must inform Administrative Services Supervisor of complaint and action taken

	
	Exhibits a cheerful, attentive, helpful demeanor 
	Same
	Full responsibility


	Task
	Standards
	Expectations
	Power to Act

	8. Provides general office support


	Distributes mail every day 

	Within one hour of receipt of mail
	Full responsibility

	
	Maintains Corporate and Company cards

	Must be up to date and accessible
	Full responsibility

	
	Maintains beverage levels in kitchen as directed
	Develop a standard inventory and maintain
	Full responsibility

	
	Administers conference room reservations for conference rooms in both plazas
	Develops and posts, outside rooms and on-line, a conference room reservation schedule
	Full responsibility, but must consult Administrative Services Supervisor when reservation conflicts arise

	
	Prepares conference/meeting rooms for important meetings.  e.g. Board meetings


	· Arranges for meeting rooms

· Supplies/refreshments

· Arranges audio visual 
	Full responsibility, but verifies preparations with Administrative Services Supervisor 

	
	Maintains business office supplies  inventory level
	· Ensure supplies are at optimum levels and do not run out

· Anticipates needed supplies  
	Full responsibility, but must get approval from boss for purchases

	
	Maintains video and reference/resources library
	Work with Administrative Services Supervisor  to establish and maintain library
	Full responsibility

	
	Arranges for holiday gift certificates

	Same
	At the direction of the Administrative Services Supervisor 

	
	Arranges golf sponsorship packages 
	(Gifts, baskets) for public relations initiatives
	At the direction of the Administrative Services Supervisor 


	Task
	Standards
	Expectations
	Power to Act

	9. Other related duties as assigned by the Administrative Services Supervisor and the VP’s 

	Identifies development opportunities to improve skills and competencies for this position    
	Same 
	Full responsibility

	
	Maintains contacts with external agencies, attends conferences, reads publications and identifies trends to determine their viability   for improvement opportunities at DCTC
	3 – 5 significant opportunities per year
	Full responsibility

	
	Maintains a safe and healthful environment by complying with policies and procedures and identifying and anticipating concerns and hazards.
	Same 
	Full responsibility

	
	Receives regular safety training. 


	Same 
	Full responsibility
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