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%’Ec JOB DESCRIPTION 0 mlehnus@iecok.com

l ' indian electric cooperative

COMPANY OVERVIEW:

Incorporated in 1939, Indian Electric Cooperative, Inc. is a member-owned, not-for-profit distribution cooperative
that supplies electric service to its members in seven north-central and northeastern Oklahoma counties
including Pawnee, Osage, Creek, Payne, Noble, Kay and Tulsa.

IEC provides almost 14,000 members with service to 20,080 homes and businesses through 3,516 miles of
distribution line covering a service territory of 2,500 square miles.

IEC is powered by skilled and loyal employees.

POSITION SUMMARY:
This is a full-time entry level position; the administrative assistant will provide essential support to ensure the
efficient operation of the Cooperative. This position will report directly to the Director of Human Resources.

ABILITIES AND SKILLS:

= Excellentinterpersonal, verbal, and written communication skills.

= Must be well organized, personable, and able to exercise discretion and use sound judgement in dealing
with people and confidential information.

= Ability to handle a variety of diverse tasks and organize work to meet deadlines.

= Mustbe able to presentinformation to others.

= Ability to analyze data, reports, and conduct research.

= Must be certified in First Aid, CPR, and AED or possess the ability to become certified within one year.

=  Must possess and obtain an Oklahoma Class D driver's license.

RESPONSIBILITIES AND DUTIES:

o Performs administrative support functions for the Human Resources department such as filing, typing,
binding, copying, scanning, etc.

e Updates and maintains payroll and personnel data.

o Handles sensitive information in a confidential manner.

o Takes accurate minutes of meetings.

e Assists with IEC’s Drug Screening program for CDL and non-CDL drivers.

e Assists with credit union duties.

e Assists in maintaining the master copies of all IEC general policies as well as review, proof-reading, and re-
formatting as necessary.
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Performs some functions of a human resource administrator, which includes posting job openings,
participating in the interview process, benefit enrollment and administration, new hire orientation, and
maintenance of personnel files and medical records.

Maintains positive relations with employees and serves as a point of contact on current policies and
procedures.

Maintains professional and technical knowledge by attending educational workshops, establishing
personal networks, and participating in professional societies.

Assists with the implementation and annual updates of the compensation program.

Maintains job descriptions, analyzes compensation, and reviews the performance evaluation program and
makes recommendations as necessary.

Assists with implementing and maintaining the IEC self-insurance plan.

Administers any wellness functions or incentives with IEC.

Assists with administering a leadership and employee development program to ensure that current and
future competencies required by IEC now and in the future are developed, supported, and expanded.
Assists with event planning, such as Annual Meeting, employee holiday party, district meetings, and any
other IEC sponsored event.

Assists in the planning and execution of the IEC sponsored blood drive.

Prepares and submits annual salary/compliance data to NRECA.

Other duties as assigned.

QUALIFICATIONS:

Education: High school diploma or GED required. Associate degree in office management, business
administration, or related field preferred.

Experience: At least two years of progressively responsible work in administrative services or office
management is required. Experience working with the public, a board of directors, or an executive or
administrative assistant in a related field is preferred.

Job Knowledge: Must have thorough knowledge of general office practices, record keeping, and computer
operating systems.
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COMPENSATION AND BENEFITS:

* Annual Salary: $42,770 - $61,104 annually
= Benefits:

o Medical insurance
Vision, dental, and life insurance

o Flexible Spending Account or Health Savings Account
o Retirement
o Paid time off
Signature Date
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Job Description — Physical Requirements

Job Title: Administrative Assistant

Department: Administration

Mark the appropriate box for the following items to describe the extent to which each specific activity is
performed:

NUMBER OF HOURS PER DAY NUMBER OF HOURS PER DAY

Activity 0 1-2 | 3-4 | 5-6 | 7+ | Repetitive Use of 0 1-2 3-4 5-6 7+
Hands
Sitting O g O | ¥ | uUnilateral O] O L] VI L]
Standing | [J | ¥ | [ | [J | [ | Bilateral O | O ] v []
Walking V1l | 0| OO | [O | Grasping
Bending Vi | [ [] | Unilateral O O %4 L] L]
crawling | /] OO | O Bilateral O | d v ] ]
Climbing | [ | ¥ [] | [J | Fine Dexterity
Reaching | [1 | ¥ | (0 | O | OO0 | Unilateral O] O [l v ]
Crouching | 1 | W1 | O | I Bilateral O O OJ 4 |
Kneeling Repetitive Foot
v O O O Control
Balancing | [J | ¥ | O | OO | OJ Unilateral O | d 74| ] []
push/Pull | 0| & | 0 | OO | 0O | Bilateral OO0« | 0O 0
WEIGHT HANDLING PER WEEK WEIGHT HANDLING PER WEEK

Lift & Carry 0 1-10 | 10-15 | 15-30 | 30+ | Lift 0 1-10 | 10-15 | 15-30 | 30+

HR. HR. HR. HR. HR. | Overhead HR. | HR. HR. HR. HR.
-10 Lbs O | L] L] L] |-10Lbs O | v L] L] L]
11t025Lbs | [] | © O 0 O |[11to25tbs | 1 | O | O O O
26to50Lbs | /1 | [ N N [] |26to50Lbs | 1 | [ O | O
51to75Lbs | 7] | [ H H 51to75Lbs | /1 | [J O O []
e glolo|lo|lollk |w|lo|lo|o o
+100 Lbs 4 ] ] ] ] | +100 Lbs 74 | L] (]
Comments:

Required to climb: [] Utility Poles [ ] Trees [ ] Other N/A

Exposure to dust, gas, or fumes: [ ] Yes /] No

Comments: N/A

Special safety equipment used: [] Hard Hat []Safety Glasses [_] Hearing Protection [] Foot Protection

[] Hand Protection [] Class 3 Gloves [ ] Class 0 Gloves [ ] Rubber Sleeves [ ] Harness [ ] Other: N/A

Exposure to extreme changes in temperature or humidity: [ ] Yes [/] No

Comments: N/A

Employee works:

Employees Signature:

Inside 100

Outside 0

% Total: 100

Date:

%




	Checkbox3: Off
	Checkbox1: Off
	Checkbox2: Off
	Checkbox4: Off
	Checkbox5: TRUE
	Checkbox6: Off
	Checkbox7: Off
	Checkbox8: Off
	Checkbox9: TRUE
	Checkbox14: Off
	Checkbox15: Off
	Checkbox10: TRUE
	Checkbox16: TRUE
	Checkbox17: Off
	Checkbox18: TRUE
	Checkbox19: Off
	Checkbox20: TRUE
	Checkbox21: TRUE
	Checkbox22: TRUE
	Checkbox23: Off
	Checkbox24: TRUE
	Checkbox25: TRUE
	Checkbox11: Off
	Checkbox12: Off
	Checkbox13: Off
	Checkbox26: Off
	Checkbox27: Off
	Checkbox28: Off
	Checkbox29: Off
	Checkbox30: Off
	Checkbox31: Off
	Checkbox32: Off
	Checkbox33: Off
	Checkbox34: Off
	Checkbox35: Off
	Checkbox36: Off
	Checkbox37: Off
	Checkbox38: Off
	Checkbox39: Off
	Checkbox40: Off
	Checkbox41: Off
	Checkbox42: Off
	Checkbox43: Off
	Checkbox44: Off
	Checkbox45: Off
	Checkbox46: Off
	Checkbox47: TRUE
	Checkbox48: Off
	Checkbox49: Off
	Checkbox50: Off
	Checkbox51: Off
	Checkbox52: Off
	Checkbox53: Off
	Checkbox54: Off
	Checkbox55: Off
	Checkbox57: Off
	Checkbox58: Off
	Checkbox59: Off
	Checkbox60: Off
	Checkbox62: Off
	Checkbox63: Off
	Checkbox65: Off
	Checkbox66: Off
	Checkbox68: Off
	Checkbox69: Off
	Checkbox70: TRUE
	Checkbox71: TRUE
	Checkbox73: Off
	Checkbox74: Off
	Checkbox76: TRUE
	Checkbox77: TRUE
	Checkbox79: TRUE
	Checkbox80: TRUE
	Checkbox81: Off
	Checkbox82: Off
	Checkbox84: TRUE
	Checkbox85: TRUE
	Checkbox87: Off
	Checkbox88: Off
	Checkbox90: Off
	Checkbox91: Off
	Checkbox92: Off
	Checkbox93: Off
	Checkbox95: Off
	Checkbox96: Off
	Checkbox98: Off
	Checkbox99: Off
	Checkbox101: Off
	Checkbox102: Off
	Checkbox103: Off
	Checkbox104: Off
	Checkbox106: Off
	Checkbox107: Off
	Checkbox109: Off
	Checkbox110: Off
	Checkbox111: Off
	Checkbox112: Off
	Checkbox113: TRUE
	Checkbox114: TRUE
	Checkbox115: TRUE
	Checkbox116: TRUE
	Checkbox117: TRUE
	Checkbox118: TRUE
	Checkbox119: Off
	Checkbox120: Off
	Checkbox121: Off
	Checkbox122: Off
	Checkbox123: Off
	Checkbox124: Off
	Checkbox125: Off
	Checkbox126: Off
	Checkbox127: Off
	Checkbox128: Off
	Checkbox129: Off
	Checkbox130: Off
	Checkbox131: Off
	Checkbox132: Off
	Checkbox133: Off
	Checkbox134: Off
	Checkbox135: Off
	Checkbox136: Off
	Checkbox137: Off
	Checkbox138: Off
	Checkbox139: Off
	Checkbox140: Off
	Checkbox141: Off
	Checkbox142: TRUE
	Checkbox143: TRUE
	Checkbox144: TRUE
	Checkbox145: TRUE
	Checkbox146: TRUE
	Checkbox147: TRUE
	Checkbox148: Off
	Checkbox149: Off
	Checkbox150: Off
	Checkbox151: Off
	Checkbox152: Off
	Checkbox153: Off
	Checkbox154: Off
	Checkbox155: Off
	Checkbox156: Off
	Checkbox157: Off
	Checkbox158: Off
	Checkbox159: Off
	Checkbox160: Off
	Checkbox161: Off
	Checkbox162: Off
	Checkbox163: Off
	Checkbox164: Off
	Checkbox165: Off
	Checkbox166: Off
	Checkbox167: Off
	Checkbox168: Off
	Checkbox169: Off
	Checkbox170: Off
	TextField1: Administrative Assistant
	TextField3: Administration
	TextField4: 
	TextField5: N/A
	TextField6: 
	TextField2: N/A
	TextField7: N/A
	TextField8: 
	TextField9: 
	TextField10: N/A 
	TextField11: 100
	TextField12: 0
	TextField13: 
	TextField14: 
	Checkbox171: Off
	Checkbox172: Off
	Checkbox173: Off
	Checkbox174: Off
	Checkbox175: TRUE
	Checkbox176: Off
	Checkbox177: Off
	Checkbox178: Off
	Checkbox179: Off
	Checkbox180: Off
	Checkbox181: Off
	Checkbox182: Off
	Checkbox183: Off
	Checkbox184: Off
	Checkbox185: Off
	Checkbox186: Off
	Checkbox187: TRUE


