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JOB DESCRIPTION (Admin Assistant 3)
	Job Title
	Admin Assistant 

	Reports To
	Managing Director, Plant Manager and Finance and Administration Manager 

	Job Summary
	As a key member of Rusumo Power Company Limited (RPCL), the Admin Assistants will report directly to the Managing Director, Plant Manager and Finance and Administration Manager and work closely with the support staff of RPCL.



	Responsibilities and Duties
	· Provide secretarial support for executive management;

· Maintain confidentiality with all documents;

· Record and distribute all incoming mail;

· Maintain filing system; keeping accurate records;

· Arrange meetings, appointments, travel, seminars, and functions as required for executive management;

· Control the flow of paperwork, drawing executive management’s attention to deadlines and urgent matters;

· Attend training sessions as needed;

· Other duties as assigned

	Qualifications and Experience Requirements 
	· College Degree in Business Administration or related field
· At least Five years (5+) of office experience, of which at least four has been supporting staff in management positions;

· Advanced secretarial skills; 

· Must have a high degree of initiative, maturity, judgment, and integrity;

· Must be courteous, co-operative, tactful, and diplomatic;

· Ability to work with minimum or no supervision;

· Strong English spoken, written, and read proficiency; including spelling, grammar, and basic arithmetic; 

· Ability to use independent judgment and critical thinking;

· Computer knowledge including but not limited to Microsoft Word, Excel, Power Point, Outlook, etc.
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