
 
MARC, Inc. of Manchester is a 501 (c)(3) charitable organization that supports people with developmental disabilities from Ashford, Bloomfield, 

Columbia, Coventry, East Hartford, Ellington, Glastonbury, Granby, Hartford, Manchester, Mansfield Depot, New Britain, Newington,  
South Glastonbury, South Windsor, Stafford Springs, Vernon/Rockville, West Hartford. Wethersfield and Windsor. 

 
MEMBER UNIT OF ARC/CT AND ARC/US 

A UNITED WAY AGENCY SERVING MANCHESTER AND THE SURROUNDING AREA 

 
JJOOBB  PPOOSSTTIINNGG 

  
DDiirreeccttoorr’’ss  NNoottiiccee  

DDeessttrrooyy  DDaattee  JJuullyy  1122,,  22001111    
  
JJuunnee  2244,,  22001111  
  
PPlleeaassee  bbee  aaddvviisseedd  ooff  tthhee  ffoolllloowwiinngg  PPAARRTT--TTIIMMEE  ppoossiittiioonn  iinn  tthhee  QQuuaalliittyy  AAssssuurraannccee  
DDeeppaarrttmmeenntt..  PPlleeaassee  sseeee  tthhee  aattttaacchheedd  jjoobb  ddeessccrriippttiioonn  ffoorr  aa  lliisstt  ooff  rreessppoonnssiibbiilliittiieess..  
  
PPOOSSIITTIIOONN::    AAddmmiinniissttrraattiivvee  AAssssiissttaanntt  
  
PPOOSSIITTIIOONN  IISS  TTOO::        CCoommpplleettee  aaccccuurraattee  ffiilliinngg  ooff  ppeeooppllee  sseerrvveedd  aanndd  ssttaaffff  ttrraaiinniinngg  

rreeccoorrddss..  RReevviieeww  pprrooggrreessss  nnootteess  ffoorr  ccoorrrreecctt  ddaatteess,,  ccoonntteenntt,,  wwrriittiinngg  ttoo  
tthhee  ggooaall,,  aanndd  ttiimmeellyy  ssuubbmmiissssiioonn..  PPuurrggee  mmaatteerriiaallss  ffoorr  ffiilliinngg  bbaasseedd  oonn  
rreeccoorrdd  rreetteennttiioonn  sscchheedduulleess..  AAsssseemmbbllee  aanndd  ddiissaasssseemmbbllee  ccaassee  
rreeccoorrddss  ffoorr  nneeww  aaddmmiissssiioonnss  aanndd  ppeeooppllee  lleeaavviinngg..  MMaaiinnttaaiinn  rreeccoorrddss  iinn  
aa  pprrooffeessssiioonnaall  mmaannnneerr..  MMaakkee  pphhoottoo  ccooppiieess  aass  rreeqquueesstteedd..  CCoovveerr  
AAddmmiinniissttrraattiivvee  ooffffiiccee  pphhoonneess  aanndd  ddiirreecctt  pphhoonnee  ccaallllss  ttoo  tthhee  ccoorrrreecctt  
iinnddiivviidduuaall..  CCoommpplleettee  ssppeecciiaall  pprroojjeeccttss  aassssiiggnneedd..  AAssssiisstt  ootthheerr  
ddeeppaarrttmmeennttss  aass  nneeeeddeedd..  

  
HHOOUURRSS::          PPaarrtt--TTiimmee  //  MMoonnddaayy  --  FFrriiddaayy  //  88::0000  aa..mm..  ––  1122::3300  pp..mm..  
      FFlleexxiibbiilliittyy  aa  mmuusstt..  
  

SALARY:  Based on experience 
 
IIff  iinntteerreesstteedd,,  pplleeaassee  rreessppoonndd  iinn  wwrriittiinngg  ttoo  CCaarrooll  BBrreesslliinn  bbyy  JJuullyy  1111,,  22001111..                                                                      
  
 
CCaarrooll  BBrreesslliinn 
QQuuaalliittyy  AAssssuurraannccee  DDiirreeccttoorr  
  
 
  
  
MMAARRCC,,  IInncc..  iiss  aann  EEOO//AAAA  EEmmppllooyyeerr  
 
 

MARC, INC. OF MANCHESTER 
352R WEST MIDDLE TURNPIKE 

MANCHESTER, CONNECTICUT 
06040 

 
860-646-5718 

FAX 860-645-9910 
 

KEN CHARPENTIER 
EXECUTIVE DIRECTOR 



  

        

 
 
 

MARC, INC. 
 

JOB DESCRIPTION 
 

 
TITLE: ADMINISTRATIVE ASSISTANT 
 
RESPONSIBLE TO: DEPARTMENT DIRECTOR 
 
SUPPORTS: SPECIAL PROJECTS / LIAISON TO ALL DEPARTMENTS 
 
BASIC FUNCTION: 
 
To ensure the efficient and effective operation of the department and to ensure that each function is performed 
in accordance with MARC, Inc. Policies and Procedures. 
 
SPECIFIC DUTIES: 
 
• 1. Coordinate and ensure effective office procedures and efficient workflow. Ensure complete and        
       current office files and records. 
• 2. Type minutes of department meetings. 
• 3. Coordinate with other Departments on special projects / fund-raising assignments. 
• 4. Assist in preparing all promotional materials for mailing in accordance to U.S. Postal regulations. 
• 5. Maintains state-of-the art personnel files. 
• 6. Assist office executive assistant and employees.  
• 7. Operate various office machines (fax, postage meter, copy machine, etc.) 
• 8.  Act as liaison for general maintenance and repairs calls, as needed. 
• 9. Greet and assist visitors to agency. Answer incoming calls to agency and checks for voice mail 
       messages throughout the day.  
• 10. Assist and/or is available to substitute in another department when necessary. 
   13. Performs other duties as designated by the Director. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
               
  
• Essential  
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• RELATIONSHIPS: 
 
A. Internal: Coordinates, consults, and interacts with the Department Director, Department staff, 

and other Departments as necessary to accomplish specific duties. 
B. Families and People Served: Advocates for, communicates with and positively interacts with 

each member. 
C. External: Coordinates and/or consults with and relates to community agencies, State officials 

and employees, civic organizations, and business leaders. 
 
 
• SKILLS NEEDED:  
 
A.    Knowledge of word processing. 
B. Knowledge of computer systems. 
C. Knowledge of Personnel Policies and Procedures. 
D. Knowledge of management information systems. 
E. Ability to use state-of-the-art office equipment and machinery. 
F. Ability to act quickly and remain calm in a crisis. 
G. Ability to communicate effectively both orally and in writing. 
H. Ability to drive and have available a personal vehicle. 
I. Ability to organize, be flexible, maintain neat work area, and work independently. 
 
 
EDUCATION: 
Associates Degree. 
 
• EXPERIENCE:  
Five or more years in secretarial position.  
 
• PHYSICAL EFFORT: 
Primarily sedentary with occasional lifting and carrying of office equipment and such documents as 
manuals up to approximately 20 lbs. 
 
Occasional walking, standing, and driving. 
 
• EMOTIONAL EFFORT:  
 
Ability to meet frequent deadlines and handle stressful, hectic situations without loss of efficiency and 
composure. 
 
 
 
 
 
 
 
 
• Essential 
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