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Administrative Assistant
Job Description

Position Overview
Support company operations by ensuring the administrative tasks of a biodiesel production company are completed in a 
consistent and efficient manner. This position is part time with the plan to transition to full time by August 2014. Blue 
Ridge Biofuels is Living Wage Certified. Position pay is competitive and commensurate with experience.

Summary of Position Responsibilities

 Maintain and process accounts payable and receivable

 Weekly, monthly, and quarterly reconciliation of accounts

 Acquire and process data for pricing, production, and inventory control

 File tax and compliance reports 

 Provide excellent customer service

 Maintain biodiesel fuel customer accounts

 Maintain company email accounts

 Assist with marketing efforts

 Provide excellent client service

 Maintain used cooking oil collection client accounts

 Process oil collections data

 Provide administrative support to staff in all divisions of company

Measurable Outcomes

 Data flows quickly and smoothly throughout company with no information overlooked

 Management can easily and efficiently make decisions based on data provided

 Customers and clients retained through providing of excellent service

 Bookkeeping accomplished by week’s end with accounts reconciled

 Client collections data processed by week’s end

 Production data processed by week’s end

 Compliance reports filed on time

Skills & Qualifications

 At least 3 years of experience in administration required

 AA degree in a related field preferred but not required

 Ability to maintain data systems and process information

 Excellent organizational skills with an eye for detail

 Extensive knowledge of bookkeeping, basic accounting, and QuickBooks software

 Superior customer/client service skills

 Excellent speaking and writing skills

 Proficient in Microsoft Word and Excel

 Valid driver’s license

 Professionalism

Benefits

 Paid time off for vacation, sick time, and federal holidays

 Workers’ compensation coverage

 Health and life insurance (eligible if working at least 30 hours per week)

 A positive workplace


