Administrative Support 

Role:   Provide secretarial, administrative and/or clerical support to Laboratory management and staff in either a general or specialized administrative function.

Responsibilities:

· Respond to internal and external requests for information of limited to moderate complexity.

· Set up and manage file systems to input, maintain, and retrieve records and documentation relating to function in accordance with Laboratory and General Services Administration directives.

· Perform recurring administrative tasks in support of operation or function.

· Generate, edit, and distribute documents and correspondence.

· Provide administrative scheduling support to operational or functional group.

· Utilize Laboratory financial systems to order and account for materials, equipment, supplies, travel, and services in support of an operational or functional group.

· Give on-the-job training to new administrative personnel to facilitate their performance of required functions.

· Convey information, schedule activities, or relay messages to Laboratory managers, staff, and external contacts.

Accountabilities:

· To operational or functional group for providing support services

· To organization management for following BNL administrative systems, records and property management guidelines

Authorities:

· To access administrative systems used in performing duties.

· To make routine grammatical and spelling corrections to correspondence and documents.

· To answer routine inquiries and provide information on established processes performed by the group.

· To perform work and make decisions within established policies and guidelines.
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