Start Rate: $14.24

Administrative Assistant I

Orchard Manor is recruiting for an Administrative Assistant I. Under the direction of the Office
Manager, this position works in the business office and is responsible for resident trust funds, cash
deposits, data processing, typing, minor purchasing, switchboard operations, and assisting visitors
and residents.
Non-Benefit Position
45 hours per two-week pay period
Shift: 8 a.m. to 12:30 p.m.
Monday through Friday
Minimum Qualifications
Education:
 High school diploma and supplemental courses in accounting or similar instruction
Experience:
1. One year experience in bookkeeping and/or working in a business office environment
2. Experience working with computers and associated software such as Word, Access, Excel,
and accounting software
How to Apply: An Orchard Manor Employment Application and job description may be
obtained at www.co.grant.wi.gov (click on Employment Opportunities) or by contacting Orchard
Manor’s HR/Payroll Assistant at (608)723-2113. An Orchard Manor Application is required
and will be accepted at the following location until the position is filled.
HR/Payroll Assistant
Orchard Manor
8800 Hwy 61
Lancaster WI 53813
This is an Affirmative Action/Equal Employment Opportunity employer (AA/EEO). All qualified applicants are encouraged
to apply including minorities, veterans, women, and persons with work related limitations.
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GRANT COUNTY JOB DESCRIPTION

TITLE: Administrative Assistant I
DEPARTMENT/ AGENCY:

Orchard Manor

IMMEDIATE SUPERVISOR: Office Manager
PAY GRADE: OM E
FLSA: Not exempt
NATURE OF WORK
Under the direction of the Office Manager, this position works in the business office and is responsible for
resident trust funds, cash deposits, data processing, typing, minor purchasing, switchboard operations,
and assisting visitors and residents.
MINIMUM QUALIFICATIONS
Education:
 High school diploma and supplemental courses in accounting or similar instruction
Experience:
1. One year experience in bookkeeping and/or working in a business office environment
2. Experience working with computers and associated software such as Word, Access, Excel, and
accounting software
Knowledge, Skills and Abilities:
1. Considerable knowledge of office methods and procedures
2. Skill in operating calculator/10 key and computer with reasonable accuracy and speed
3. Ability to perform varied and difficult clerical and accounting tasks
4. Ability to effectively and efficiently communicate with a diverse population as well as use tact and
courtesy when dealing with visitors, staff, and residents; must have a warm and welcoming
personality
5. Ability to type 45 words per minute required
6. Must be flexible, and ability to multi-task with constant interruptions
ESSENTIAL TASKS
Under general direction
1. Receipt transactions and prepares cash deposits
2. Assist residents with trust transactions
3. Operate phone system, copier and postage machine
4. Operate data processing equipment to input, retrieve, or process data as necessary
5. Clerical duties as requested, such as typing, filing, and office related tasks
6. Assists and directs visitors and residents
7. Sorts and routes incoming correspondence and mail, files, correspondence and other
materials
8. Back-up for Resident Coordinator; cross-trained on Preventive Maintenance Program
9. Distributes resident information to appropriate staff
10. Assists accounts receivable clerk
11. Courier to distribute information and specimens to Courthouse, clinics, hospitals, etc.
12. Performs other duties as deemed necessary
SUPERVISION RECEIVED
Supervised by the Office Manager
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SUPERVISION EXERCISED
None

ENVIRONMENTAL FACTORS
Strength: Able to lift and carry objects less than 40 lbs. occasionally
Mobility:
1. Able to sit for long periods of time; 90%
2. The ability to twist and reach at shoulder height frequently
3. Able to bend and stoop as required to file and obtain supplies
Manual Dexterity:
1. Able to use hands, arms for moderately difficult manipulation such as typing, computer, filing,
and writing
2. Eye hand coordination as required for keyboard, printer knobs, automobile controls
Speech: Able to articulate clearly to give instruction, speak on phone and communicate with other
professions
Sensory requirements:
1. Able to see objects close to read medical records, direction, and labels, and other data
2. Able to hear normal sounds and voices with some background noises to receive verbal
instruction, answer phone and to communicate with staff and residents
Cognitive requirements:
1. Able to concentrate on minimal to fine details as related to medical records for more than 60
minutes
2. Able to understand and relate to specific ideas generally several at a time
Equipment: Computer, printer, Xerox machine, FAX machine, Dictaphone, telephone, file cabinets
Employment Variables: Must be able to work other than normal working hours as needed
CLOSING STATEMENT
This description has been prepared to assist in evaluating duties, responsibilities and skills of this
position. It is not intended as a complete list of specific responsibilities and duties, nor is it intended to
limit duties to those listed. It is understood that the supervisor has the right to assign, direct, and modify
duties and responsibilities.
Revised 01/01/2018
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