Administrative Clerk 
Job #552
Pay Range:  $18.00 - $29.00/hour

[bookmark: _Hlk106197541]Description:

Photo-Sonics, Inc. is an international leader in state-of-the art optical tracking systems in Chatsworth and has an immediate opening for an Administrative Clerk. We’re seeking a multi-disciplinary candidate who is self-motivated and is able to set and meet goals.  

[bookmark: _Hlk125548606]The Administrative Clerk will report to the Administration Manager.  This position will provide administrative and data support to the department. 

Responsibilities include but not limited to:

· Execute administrative tasks to Administration department to drive team productivity
· Provide administrative assistance to supervisory staff, as needed
· Document management to include filing and scanning
· Calendar management and scheduling coordination
· Document meeting minutes and tracking task completion
· Provide follow-up support, via email or in-person, to keep tasks moving forward
· Running necessary errands for office operations
· Performs support for special projects as needed

Requirements:

Education: 
· High school education
Experience: 
· Strong organizational and time management skills 
· Strong computer skills - Proficiency in Word, Excel and PowerPoint 
· Excellent interpersonal skills with the ability to communicate across all organizational levels
· Proven ability to pick up new processes quickly and assist across multiple departments
· General typing skills 
· Valid Driver’s License

Physical Requirements include: 
· Physical requirements of the position may include, but not limited to sitting, repetitive hand motion (typing), bending, lifting and crouching.

