
 
Position Description 

 
Position Title:  Assurance Administrative Assistant 
Exempt _____  Non-exempt  _____ 
Work Area/Department:  Assurance 
 
Position Statement: 
 
Provide a wide range of administrative support to the assurance department including 
partners, managers and staff.  Ability to multi-task and prioritize workload.  Ability to take 
on projects with little supervision and sometimes strict time constraints.   
 
Tasks: 

 Correspondence for partners, directors, managers & staff, including letters, 
proposals, engagement letters, memos, misc. 

 Prepare client financial statements. 
 Prepare & release expense reports  
 Scanning and saving client files. 
 Scheduling:  conference rooms, meetings, maintaining partners’, directors’ and 

managers’ calendars 
 Meetings:  scheduling, setting up, and ordering food (if required) 
 Phone coverage for the receptionist 
 Travel arrangements:  CPE & client travel, including air travel, hotel, rental car, 

completing & submitting all paperwork to HR or accounting dept. 
 Misc. administrative duties: answer-incoming calls to partners and directors, copy 

and scan documents, etc. 
 
Profitability: 

 Tracks and reports actual client related time. 
 Consistently utilizes all firm and department software efficiently. 
 Involvement with internally focused projects to improve procedures by 

participation in committees, technical training, HR initiatives and other firm related 
projects. 

 
Practice Growth: 

 Works to identify opportunities to reduce costs within the firm. 
 Provide other services in addition to core administrative services.  
 Demonstrate excellent written and verbal communication skills. 

 
Client Focus: 

 Utilizes appropriate procedures to completion to produce a high quality work 
product. 

 Demonstrates comprehension of relevant accounting knowledge, technology 
concepts and other methodologies. 

 
Brand Culture/Development: 

 Exemplify Brand Attributes of the Firm. 
 Comply with all policies and procedures of the Firm.  



 Demonstrate ability to work individually or in a team environment and address 
conflict with peers and superiors. 

 Enhances firm collaboration through interactions with associates from other 
departments. 

 
Work Experience and Education:  

 3 – 5 years of administrative experience. 
 Strong proficiency in the use of technology and PC applications, specifically, but not 

limited to, Microsoft applications; Word, Excel, PowerPoint, Outlook and Access. 
 Ability to multi-task and prioritize workload. 
 Excellent written and oral communication skills. 
 

Organizational Relationships: 
 The Assurance Administrative Assistant will report directly to a Performance Manager 

who will provide any necessary guidance relative to administrative issues or work 
performance through the formal evaluation process.€ 

Special Requirements: 
 Ability to work evenings and weekends based on time of year and client demands. 
 Must have reliable transportation. 

 
Reviewed By: 

 

I have read and agree that the contents of this position description accurately reflect what is 
expected of me in my current position. 

 

_______________________________   ____________________ 
Associate’s Signature      Date 

 

Acknowledged: 
 
________________________________   ____________________ 
Performance Manager’s Signature    Date 
 

This job description in no way states or implies that these are the only duties to be performed by the employee(s) 
incumbent in this position. Employee(s) will be required to follow any other job-related instructions and to perform any 
other job-related duties requested by any person authorized to give instructions or assignments.  

A review of this position has excluded the marginal functions of the position that are incidental to the performance of 
fundamental job duties. All duties and responsibilities are essential job functions and requirements and are subject to 
possible modification to reasonably accommodate individuals with disabilities. To perform this job successfully, the 
incumbent(s) will possess the skills, aptitudes, and abilities to perform each duty proficiently. Some requirements may 
exclude individuals who pose a direct threat or significant risk to the health or safety of themselves or others. The 
requirements listed in this document are the minimum levels of knowledge, skills, or abilities.  

This document does not create an employment contract, implied or otherwise, other than an "at will" relationship.  
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