
ADMINISTRATIVE AND FINANCE ASSISTANT
Position Summary
The Administrative and Finance Assistant provides essential administrative and financial support services to the organization, including deposit processing, reception duties, travel coordination, and general office support. This position serves as a key point of contact for internal and external stakeholders while ensuring accurate financial record-keeping and efficient office operations.
Compensation
Salary Range: $38,000 - $45,000 annually
Salary commensurate with experience and qualifications. This position is eligible for benefits including health insurance, retirement contributions, paid time off, and other benefits as outlined in the employee handbook.
Essential Duties and Responsibilities
Financial Operations
· Process daily deposits using remote capture technology
· Record and reconcile all deposits in accordance with established procedures
· Maintain accurate financial documentation and filing systems
· Assist with basic accounting tasks as assigned
Reception and Communication
· Answer and direct incoming telephone calls in a professional and courteous manner
· Greet visitors and manage front door access
· Distribute incoming mail daily to appropriate staff and departments
· Maintain organized correspondence and communication systems
Administrative Support
· Provide logistical support for meetings including setup, materials preparation, and coordination
· Order and maintain inventory of office and program supplies
· Process supply requisitions and track expenditures
· Assist with general office duties as needed


Travel Coordination
· Book comprehensive travel arrangements for employees including flights, hotels, and ground transportation
· Register employees for conferences, training events, and professional development opportunities
· Coordinate travel itineraries and ensure compliance with organizational travel policies
· Process travel-related documentation and reimbursements
Inventory Management
· Maintain comprehensive inventory of equipment and assets for SCTDD
· Process equipment disposals in accordance with organizational policies and procedures
· Conduct annual inventory reconciliation and maintain accurate records
Qualifications
Education and Experience
· High school diploma or equivalent required; Associate's degree in Business Administration, Office Management, or related field preferred
· Minimum 2 years of administrative or office support experience
· Experience with financial transactions and deposit processing preferred
· Previous travel coordination experience highly desirable
· Valid driver’s license required
· Must maintain automobile liability insurance coverage with minimum limits of $100,000/$300,000
Skills and Competencies
· Strong organizational skills with exceptional attention to detail
· Proficiency in Microsoft Office Suite (Word, Excel, Outlook)
· Experience with remote deposit capture systems or ability to learn quickly
· Excellent verbal and written communication skills
· Professional telephone etiquette and customer service orientation
· Ability to handle multiple priorities and meet deadlines
· Discretion in handling confidential information
· Self-motivated with ability to work independently
Physical Requirements
· Ability to sit for extended periods while working at a computer
· Capability to lift and move supplies up to 25 pounds
· Manual dexterity for operating office equipment

Work Environment
· Professional office setting
· Standard business hours with occasional flexibility required for meeting support
Supervision
· Reports to: Finance Director
· Supervises: None
Pre-Employment Requirements

· Successful completion of pre-employment drug screening
· Satisfactory results from criminal background check

Equal Employment Opportunity
SCTDD (South Central Tennessee Development District) is an equal opportunity employer and does not discriminate on the basis of race, color, religion, sex, sexual orientation, gender identity, national origin, age, disability, veteran status, genetic information, or any other protected characteristic under federal, state, or local law. We are committed to providing reasonable accommodations to qualified individuals with disabilities in accordance with the Americans with Disabilities Act (ADA).

Disclaimer
This job description is not intended to be an exhaustive list of all duties, responsibilities, or qualifications associated with the position. Duties and responsibilities may be added, deleted, or changed at any time at the discretion of management, formally or informally, either verbally or in writing.

Nothing in this job description restricts managements right to assign or reassign duties and responsibilities to this position at any time.


Employee Acknowledgment 
I acknowledge that I have received and reviewed this job description. I understand the essential functions, requirements, and responsibilities of this position. I further understand that this job description does not create an employment contract and that my employment remains at-will.


_____________________________________________          _____________________
Employee Signature                                                                    Date




