Administrative Assistant, New York, NY
Steven Winter Associates, Inc. (SWA) seeks a qualified individual for an Administrative Assistant position in New York, NY.  The newly created position has been developed to provide administrative support to a 20+ person regional office. The main business areas of this office include: commercial/residential sustainable design consulting, LEED certification and residential/multifamily energy analysis.  Previously administrative support has been provided remotely from headquarters office in Norwalk, CT. 

Primary Job Responsibilities
· Answer telephones and transfer to appropriate staff member. 

· Meet and greet clients and visitors. 

· Create and modify documents using Microsoft Office. 

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 

· Coordinate with janitorial company and staff regarding weekly cleaning needs.
· Communicate with IT Department regarding outages, errors and hardware maintenance.
· Sign for and distribute UPS/Fed Ex/Airborne packages. 

· Research, price, and purchase office furniture and supplies. 

· Coordinate and maintain records for staff office space, phones and office keys. 

· Setup and coordinate meetings, lunch-and learns, and conferences.
· Provide training and orientation for new staff. 

· Coordinate with Norwalk office as needed.
· Other job responsibilities in support of projects managed by NYC staff

· Draft/edit reports

· Complete simple architectural or engineering calculations 

· Maintain library of green product samples

· Maintain electronic files for LEED certification projects

· Create marketing materials such as case studies and articles for projects 

· Manage participant registration for on-site and off-site training 

· Other duties, as assigned

Knowledge and Skill Requirements

SWA will give preference to candidates with interest and/or experience in one or more of the following areas: green/sustainable design consulting, building performance/energy efficiency, architecture, engineering, construction, or closely related field.

Bachelor’s degree, or at least five years working in a similar capacity.  Duties require professional verbal and written communication skills.  Knowledge of Microsoft Office required, including MS Word, Excel, and PowerPoint.  Training will be provided as needed in other computer programs, including: ACT, AutoCAD, MS Project.  Please submit a writing sample and at least two references.

This position offers excellent growth potential and an attractive compensation package / Equal Opportunity Employer.
Send resume in confidence to:

Human Resources
Email: hrnyc@swinter.com   
