
 

ADMINISTRATIVE ASSISTANT 

The Administrative Assistant provides administrative support for the client’s operations group 

within the State Regulatory Registry. The group is responsible for providing frontline support for 

all application users to ensure the continued success of the system. This includes but not limited 

to planning, developing, and delivering comprehensive training and materials for application 

users and call center support to facilitate understanding and user acceptance. The candidate 

supports the activities of a sixteen-member staff, other members, and regulators and coordinates 

various administrative functions with other departments. 

Roles and Responsibilities 

 Provide general administrative support including but limited to scheduling meetings, 

making travel arrangements, preparing expense reimbursements, word processing, filing, 

fielding incoming calls, arranging conference calls, performing data entry in a variety of 

databases, and using other office automation tools and services to create and update 

reports, etc.  

 Provide general office management including ordering office supplies, manage office 

suite documents (floor plan, locker assignments, keys, etc.), and storage closet.  

 Support special projects within the division as assigned.  

 Draft correspondence on behalf of staff members and prepare correspondence 

independently.  

 Respond to numerous requests for information received via phone or email from client 

members, banking departments, law firms, federal agencies, trade associations, and other 

industries.  

 Conduct a variety of research efforts either in response to a request for information or on 

an ongoing basis to provide current information to client’s and division’s members.  

 

 

Requirements  

 Strong writing, editing, and proofreading experience in a business environment. 

 Ability to provide support for team with multiple responsibilities.  

 Ability to learn, use and master a variety of office software tools including but not limited 

to: Microsoft Office Suite, including Outlook, Word, Excel, Power Point, and ACCESS, 

Sharepoint, Lync, Adobe Acrobat, informz email application, iMIS database application, 

webinar applications, Basecamp project management, Salesforce.com application and 

others as required.  

 Possess customer service skills; Works and communicates with external and internal 

clients and customers to satisfy their expectations. Must have command of processes 

related to testing, education, licensure and the related functionality in application. 

Committed to quality service.  

 Possess oral communication (telephone) skills: Ability to communicate information and 

ideas to a wide range of clients. Frequently required to speak with testing and education 

candidates who call with inquiries and complaints about their testing and education 



 
experiences. Can deal with callers calmly and with empathy yet still deliver unpleasant 

information.  

 Ability to type 30 - 45 wpm.  

 Possess written communication skills: Ability to create drafts prepared from existing 

templates and documents and to create correspondence with little supervision. Can apply 

good business grammar and punctuation and proofread documents for correctness.  

 Possess quantitative skills:  Ability to create, modify and use spreadsheets to perform 

basic quantitative computations and analysis involving a variety of topics.  

 Possess planning and organizing skills: Ability to plan, organize, prioritize work in order 

to meet deadlines. With appropriate guidance carries out most tasks independently. 

 

 

Education and Experience 

Applicant must have: 

 A high school degree, Associates or Bachelor’s Degree preferred. 

 3+ years related administrative experience providing support to multiple supervisors.  

 Must be proficient in Microsoft Office Suite, experience with Adobe Acrobat a plus. 

 iMIS or other relational database experience preferred. 

 

Please Contact: Recruiter@coremax.com 


