Leading Oil & Gas Company is seeking a Military Veteran to fill a Administrative Assistant position in Houston, TX. The company offers a great benefits package and salary. This is another great opportunity for transitioning service members or those looking to establish new career with a leading company. 

Position Title: Administrative Assistant

To apply for this position visit http://casy.msccn.org/JobSeekers/index.html and Login or Register. 
Click on Targeted Job Openings for Military-affiliated applicants 
Search for Req # 131366BR for Houston, TX. 

JOB DESCRIPTION:

The Administrative Assistant provides daily business support and office management to the U.S. clean trading and Optimization organizations. This position is accountable for office management, administrative systems, processes, procedures and providing these services in a way that enables an effective and efficient work environment.

ESSENTIAL DUTIES & RESPONSIBILITIES: 
· Providing support for VP, Global Trading, Clean Products Trading Managers, Manager, Market Analysis and Manager Global Optimization
· Defining any temporary support needs and oversee temporary service employee training and coordination for managers
· Compiling monthly summary reports, create spreadsheets, assemble power point presentations, run daily and weekly reports for VP and direct reports as needed
· Coordinating travel itineraries for VP and other managers as required
· Planning and coordinating meetings including invitations, conference room scheduling, menu catering, agenda preparation, meeting setup and AV coordination
· Maintaining Outlook public folders, mail groups, SharePoint sites, contact lists, shared drives and central files for organization in accordance with document retention policy and procedures
· Coordinating Business Interruption Business Continuity plans with Managers and other administrative support resources
· Updating and maintaining Commercial’s Photo Organizational Chart. Support personnel administration processes with strict confidentiality
· Ordering and managing electronic hardware requirements, issuing general communications, managing calendars, registering through Passagepoint and escorting visitors to trade floor, and scanning business cards into Outlook
· Maintaining data regarding customer and vendor setups, changes, deletions and blocks for the commercial business unit as Vendor Master and Customer Masterminder
· Processing invoices, checking requests and wiring requests through SAP
· Coordinating interview process including obtaining list of candidates, assembling candidate packages, scheduling time /rooms with interview teams, arranging travel as necessary, coordinating times and securing conference rooms for interviews; coordinating feedback sessions, and implementing on-boarding process on Day 1
· Managing business overview presentations and maintain archive of presentations for use with new hires and as necessary for travel and meetings
· Serving in one or more assigned positions in the accountability network to ensure groups are in compliance as it relates to document records management
· Preparing physical records for storage and/or retrieve from storage via LiveLink entry
· Fulfilling services as Floor Ward for Emergency Disaster Organization (EDO) Team
· Sorting and distributing mail, including logging overnight packages; desk drop delivery of confidential mail and packages and creating mail folders for new employees
· Maintaining printers, which includes: stocking paper, ordering toner and printer supplies, troubleshooting printer issues
· Submitting service tickets for various floor related issues
· Maintaining the ordering of general supplies for supply closets, kitchen and employee usage
· Developing, maintaining and continuously improving administrative processes and procedures
· Actively participating in commercial related projects/events (i.e. ROC Campaigns, United Way, HSE Safety Fair, Bring the Future to Work, Christmas potluck)
· Participating in the training of new administrative assistants
· Backup all floor admins and executive admin
MINIMUM REQUIREMENTS: 
· Legally authorized to work in the job posting country
· High School diploma or GED/equivalent
· Proficient in MS office
PREFERRED REQUIREMENTS: 
· Bachelors Degree
· Proficient in SharePoint and SAP
· Ability to handle multiple priorities concurrently
· Anticipates barriers and provides alternative solutions
· Strong interpersonal skills; ability to work with all levels in the organization
· Excellent verbal and written communication skills
· Excellent, planning, organizational, and analytical skills
· Dependable with high quality standards and productivity
· Strong process and system orientation; promotes group effectiveness
· Able to accomplish tasks in timely, professional manner
· Solid teamwork skills with preference for action, accountability, and developing alternatives and solutions
· Self-motivated with strong influence management skills
· Strong desire for personal learning and sharing of skills with others
Best Regards, 
Michael A. Del Rio
U.S. Navy Command Master Chief (Retired)
Recruiter Connect Specialist 
Military Spouse Corporate Career Network | www.msccn.org
Corporate America Supports You (CASY) | www.casy.msccn.org
P: (210) 544-7530| E: mdelrio@casy.us
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