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Position Description


Incumbent:

 


classification: non-exempt


Position Title:      Administrative Assistant
 





Location:  Malvern/Canton



Date:


Job Content:

1. Position Summary: 


(Overall purpose of this position)

·  Assist in various administrative duties in Canton and Malvern locations.
2. Essential duties and responsibilities which must be performed to carry out the position purpose summarized above:

(The following description is a general representation of the key duties and responsibilities of this position.  Other duties may be assigned, as required.)

A.
Compile and organize brokerage paperwork, writing pro numbers on all corresponding documents.
B. Empty out brokerage loads in the system after receiving carrier delivery confirmation through email.  
C. Update carrier files in McLeod brokerage carrier insurance certificates, authority and all file documents in carrier qualification book.
D. Scanning of brokerage and company documents into McLeod.
E. Filing of freight invoices.
F. Assure work activities are performed according to QMS procedures and requirements.

G. Serve as a member of the Green Lines Transportation team, helping as required.

3. 
Qualifications:
A. 
Specific knowledge, training or skills required to perform the duties of this position. Specific concepts, courses, training programs or required certifications: (To perform this position successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skills and abilities required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.)

· Computer proficiency: Microsoft Office Suite; Transportation/Logistics Management systems.

· Written and oral communication skills.

· Demonstrated attention to detail.
· Interpersonal skills: demonstrated ability to effectively work with all types of people.
B.
Essential Physical Demands and Working Environment:  
(The physical demands and work environment described below are representative of those that must be met by an employee to successfully perform the essential functions of this position.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.)

· Ability to see, communicates, hear and utilize electronic communication devices.

· Office work environment; incumbent occasionally subject to plant working conditions (hazardous, subject to weather and temperature extremes).

C. 
Previous experience that is necessary background to qualify for this position:
· Office experience.
Please send resume to mmaple@greenlines.net 
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