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Assistant Administrative Assistant 16700 Murfreesboro Pike Murfreesboro, TN 37129 **Please Note:
This is not an Active Job** The Administrative Assistant provides clerical and administrative support
to the CLRT Director, the Executive Director, and the Senior Executive Director. This position
provides administrative support in a broad range of activities including managing the day-to-day
schedule of staff, performing data entry tasks, maintaining and scheduling volunteers and athletes,
assisting in the development and implementation of the building’s annual and monthly budget, and
assisting the Executive Director with occasional site visits for special projects. Responsibilities
include the following: The successful candidate will provide administrative support to the Director,
Executive Director and Senior Executive Director as a member of the core administrative team. The
Administrative Assistant will support these individuals in the administrative functions of the
organization, including financial reporting and billing, paying bills, keeping detailed appointment
calendars, managing the day-to-day schedule of staff, tracking the daily activity of volunteers and
athletes, keeping detailed and accurate contacts, and assisting the Director with special projects.
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