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Job Description for Administrative Services Coordinator 

Reports To: 
Co-Owners
Level of Supervision: General 
Position Purpose: 
To perform a variety of administrative duties including reception, file maintenance, Accounts Payable and Accounts Receivable functions, data collection, outbound freight management, and special projects as assigned.    
Position Status:
Full time. Non-exempt. 
Essential Duties:
1) Greets and screens visitors and Business Support / Reception callers


2) Processes incoming and outgoing mail

3) Sets up new customers. May require entering Deltech information in customer portal. 

4) Processes purchase orders including order placement with vendors as applicable. Monitors expected receipt dates and updates customers and vendors as needed. 

5) Acts as Deltech’s freight forwarding manager, selecting carriers as needed, preparing internal and online shipping documents for package and LTL shipments including export documentation as required, tracking shipments and updating customers. 

6) Performs Accounts Receivable functions including billing, payment processing, collections, and reconciliation of credit card payments. 

7) Performs Accounts Payable functions including set up of vendor accounts, data entry of invoices, pricing verification and updates, and bill payment. 

8) Organizes, updates, and maintains job and vendor files
 

9) Prepares and maintains various logs and reports
10) Completes special projects as needed
 
                11) Assists with onboarding new employees


 12) Orders office and maintenance supplies as needed



 13) Keeps the front office and breakroom well organized
Note: Every employee is required to comply with all of Deltech’s safety guidelines, whether conveyed informally or documented in writing. When on a customer site, every employee is required to comply with both Deltech’s and the customer’s safety rules.  
Job Qualifications


Basic Word, Excel, and arithmetic skills. Familiarity with PC Accounting systems is helpful. Fluent in English. Good organizational skills including efficient time management. Ability to work with minimal supervision. Detail oriented. Able to prioritize importance of tasks.  Able to assist/communicate with all departments as needed.
Note: This job description is not intended to be an exhaustive list of all duties, responsibilities, or qualifications associated with the job. 
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