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Title 
Office Administrator 

Department 
Administration 

Reports to 
Parenting Skills Program Director 

FLSA Class 
 Non-exempt                      

Supervises others 
No  

Location 
Tempe 

SHIFT:  Typical schedule:  9am to 5pm Monday to Friday.  
POSITION SUMMARY:   
The Office Administrator oversees the overall day-to-day functioning of the office. 
 
ESSENTIAL FUNCTIONS: 
Office: 

1. Opens the office by 8:30 am. 
2. Checks mail daily. 
3. Maintains the general cleanliness and order of the office area. 
4. Maintains functioning of office equipment including arranging for repairs. 
5. Keeps seminar materials up-to-date and in an orderly fashion. 
6. Inventories office supplies and prompts program director for needed purchases. 
7. Maintains office calendar and room assignments. 
8. Sweeps office as needed. 

Communication: 
1. Answers phones and relays known information to business callers. 
2. Contacts vendors and suppliers. 

Files and Records: 
1. Responsible for entering contact information for all new cases.   
2. Oversees the order of the office by coordinating the moving of older files to storage, entering information 

into the storage data base, and arranging for shredding of expired files. 
3. Updates phone lists on a regular basis.  Distributes to employees and HRT office. 
4. Counts money and prepares bank deposits. 
5. Completes check coding monthly.  
6. Gathers gas receipts and submits to Accounting Department.  
7. Accepts subpoenas and fills them in a timely fashion. 
8. Maintains parenting skills enrollment, attendance and payment records, and prepares certificates of 

completion each semester. 
9. Maintains pooled vehicle repair/maintenance schedule.  
10. Prints weekly meeting sign-in sheets.  

Staff Support 
1. Answers general questions for EVS both on phone and in person. . 
2. Available to staff in-person or by telephone to answer questions and offer assistance whenever needed. 
3. Orients new employees and interns about program/paperwork needs and oversees their completion 

including equipment assignment, mail boxes, staff directory, etc.  
 
Information Management: 

1. Scans and emails all forms and places in scan folder in a timely fashion as requested. 
2. Creates parenting class brochures, making sure they are distributed to judges, attorneys, current and past 

participants, and other agencies. 
3. Maintains files of receipts and documents related to program expenses.   
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4. Maintains accurate forms needed for program functioning.  
 
MARGINAL FUNCTIONS: 

1. Other duties as assigned, verbally or in written form. 
 
MINIMUM QUALIFICATIONS: 

1. High School Diploma or equivalent required. 
2. AA Degree in Business Administration or related field preferred. 
3. Ability to obtain and maintain a valid unrestricted Level One Fingerprint Clearance Card. 
4. As per the R9-20-204 of the Arizona Statue the minimum age requirement is 21.  
5. Must be able to pass a DCS Clearance with no substantiated reports. 
6. When required, the ability to pass a criminal background clearance check, drug screen, and if requested a 

physical exam. 
7. Must be able to maintain a high level of confidentiality. 

KNOWLEDGE 
1. Strong knowledge of overall company operations and policies and procedures. 

SKILLS 
1. Demonstrated ability to manage projects. 
2. Ability to function independently and as a member of a team in a multi-task environment. 
3. Must have excellent oral and written communication skills. 
4. Must have excellent organization and time management skills.  
5. Proficient in the use of computers and associated software. 

PERSONALITY/OTHER 
1. Ability to build and maintain positive internal and external relationships. 
2. Ability to provide exemplary customer service to all employees and outside constituents. 
3. Must be flexible and able to handle multiple priorities, with the ability to adjust to high pressure and rapidly 

changing business conditions.  
WORK CONDITIONS and PHYSICAL REQUIREMENTS: This section identifies "Physical Requirements" of a particular job.  All requirements are subject to possible 
modification to reasonably accommodate individuals with disabilities.  Individuals who pose a direct threat or 
significant risk to the health and safety of themselves or others in the workplace, because physical requirements 
cannot be eliminated or reduced by reasonable accommodation, will not be considered qualified for employment.  
Notify the Program Director if you require any accommodation(s) to perform any of the essential functions of this 
position. 
 
This position will require exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently, 
and/or up to 10 pounds of force constantly to move objects. 
 

Physical Requirements Conditions 
 

  Climbing   Balancing   Stooping 
  Kneeling   Crouching   Reaching 
  Standing   Walking   Pushing 
  Pulling   Lifting                          Grasping 
  Seeing   Hearing   Talking 
  Tactile sense   Repetitive motions 
  Visual acuity (color, depth perception and field of vision) 
 Minimum of 1 hour of continuous driving per trip 

 

 
Environment:   Noise    Extreme temperatures    Wet and/or humid 

  Dust    Limited/office environment  
Hazards:   Physical Activities 

  Volatile clientele 
  Potential exposure to contagious diseases due to frequent 

interaction with clientele 
 

IMPORTANT NOTICE: 
This position is not limited to those duties in the job description.  Duties and responsibilities can be changed, 
expanded, reduced, or deleted to meet the business needs of Human Resource Training, Inc..  The duties listed above 
are intended only as illustrations of the various types of work that may be performed. The omission of specific 
statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to 
the position.  
 
All employees of this Company are employees at will and, as such, are free to resign at any time without reason.  


