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TITLE:   Receptionist and Administrative Assistant  
 
BASIC FUNCTION: This position is responsible, under limited supervision, for performing the tasks necessary 

to support office operations, serve as a receptionist, and provide administrative and staff 
support.  

 
LOCATION:  IACCT Office, 855 E. Court Ave., Des Moines, IA 50319 (this position is not eligible for 

remote work). 
 
COMPENSATION: $15-18 per hour commensurate with experience 
 
SCHEDULE: 20-25 hours per week between 8 am and 5 pm (flexible scheduling dependent on events) 
 
SUPERVISOR: Operations Manager 
 
TO APPLY:  Send a cover letter and resume to Donna Knox at dmknox@iacct.com, priority deadline             

August 18, 2021 
QUALIFICATIONS: 
 
Required – 
1. Two-year or higher degree and/or three years of recent secretarial/administrative assistant experience with 

frequent public contact and some project responsibility. 
2. Demonstrated ability to prioritize, coordinate, and complete a variety of detailed oriented assignments in a 

fast-paced environment of shifting priorities and frequent interruptions. 
3. Demonstrated ability to initiate and complete tasks and meet deadlines with minimal supervision. 
4. Capable of maintaining and protecting confidentiality in supporting the responsibilities of the IACCT office.   
5. Demonstrated ability to project a good image on behalf of the Association, in excellent verbal and written 

communication skills with working knowledge of business English, basic math, telephone skills, office etiquette, 
and interpersonal skills.  

6. Proficient in computer software programs that includes, but is not limited to, Microsoft Office Suite and/or 
similar programs as well as proficiency with office machines including computer devices, printers, copiers, etc.   
 

Preferred – 
1. Associate Degree and/or bachelor’s degree in Communications, Business, or a related field. 
2. Proficient in business English grammar, punctuation, and spelling with excellent proofreading skills.  
3. Nonprofit and/or higher education (preferably Community College specific) experience/exposure. 
4. Experience with retirement plan administration. 
 
DUTIES/RESPONSIBILITIES: 
 
General/Operations Support: 
1. Open and close the office as needed. 
2. Coordinate with the Operations Manager to execute all logistics for all IACCT Board, Presidents, and other 

external and internal meetings/events including, but not limited to, scheduling, invitations, registrations, 
room/equipment rental, lodging, food service, room arrangements, room set up and tear down, preparation, 
delivery, and distribution of meeting materials/handouts/agendas, etc.  

3. Perform receptionist duties including but not limited to: answering, screening, and routing phone calls and 
messages; processing mail; greeting, screening, and routing guests/public. 

4. Monitor and maintain inventory of all office supplies and building maintenance supplies.   
5. Responsible for the appearance of external entry and internal public areas. 
6. Perform administrative assistant support to Executive Director and to the Operations Manager. 
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7. Assist in program content determination, promotion and logistics of Board and Member development activities. 
8. Support the administration of the FutureTracc Retirement program.  
9. Maintain historical, financial, subject matter, and meeting paper and electronic records/files as well as the 

Executive Director files in compliance with the Association policy and the law. 
10. Help Maintain all directories including, but not limited to, the Board, Presidents, Committees, Work Alike 

Groups, Partners, and the Member Directory in the website formats.  
11. Perform other duties as assigned, which may or may not be related to those noted in this job description. 
 
GENERAL PHYSICAL ACTIVITIES AND ENVIRONMENTAL CONDITIONS: 
Physical Activity 
N = Not Applicable O = Occasional (10-33%)  C = Constant (67-100%)  
S = Seldom (1-9%) F = Frequent (34-66%)  
 
F Stooping:  Bending body downward and forward by bending spine at the waist. 
O  Kneeling:  Bending legs at knee to come to a rest on knee and hands. 
O Crouching:  Bending body downward and forward by bending leg and spine. 
S Crawling:  Moving about on hands and knees or hands and feet. 
F Reaching:  Extending hand(s) and arm(s) in any direction. 
O Standing:  Particularly for sustained periods. 
C Sitting:  Particularly for sustained periods. 
O Walking:  Moving about on foot to accomplish task, particularly for longer distances. 
S Pushing:  Using upper extremities to press against something with steady force to thrust forward, downward, 

and outward. 
F Pulling:  Using upper extremities to exert force to draw, drag, haul, or tug objects in a sustained motion. 
F Lifting:  Raising objects from a lower to a higher position or moving objects horizontally from position to 

position.  (40 lb. boxes) 
C Grasping:  Applying pressure to an object with the fingers and palm. 
C Talking:  Expressing or exchanging ideas by means of the spoken word either on the telephone or in person. 
C Hearing:  Perceiving the nature of sounds. 
O Climbing:  Ascending or descending ladders, stairs, scaffolding, ramps, poles, etc.  (7 ft. height.) 
S Balancing:  Maintaining body equilibrium to prevent falling when walking, standing, or crouching on narrow, 

slippery, or erratically moving surfaces, such as roofs, catwalks, etc. 
C Repetitive Motion:  Substantial movements (motions) of the wrists, hands, and/or fingers. 
C Visual Acuity:  View computer and/or close visual work less than 18” of distance. 
O Travel:  By means of transportation to on- and off-campus facilities, agencies, businesses, etc.  (Each own 

transportation is needed or IACCT provides transportation.) 
 
Environmental Conditions 
None.  Worker is not substantially exposed to adverse environmental conditions. Environmental conditions are 
those found in typical office or administrative work. 


