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	Job title
	Secretary

	Reports to
	Stephanie Fuller


Job purpose

Perform routine clerical and administrative functions such as drafting correspondence, scheduling appointments, and organizing and maintaining paper and electronic files. The person hired will take simple duties away from Stephanie Fuller so that she can focus on evaluations. 
Duties and responsibilities

· Greet clients to the office and ready them for their appointment in a timely, respectful, and friendly manner. 
· Interview clients in order to complete documents and histories.

· Have them fill out intake forms. 

· Go over policies and procedures of Fuller Options. 

· Schedule and confirm client appointments. 

· Maintain, compile, and file all client charts. 

· Operate office equipment such as voice mail messaging systems, use word processing, spreadsheet, and other software applications to prepare invoices, letters, and client forms/files. 

· Perform various clerical and administrative functions, such as ordering and maintaining an inventory of supplies. 

· Perform bookkeeping duties, such as credits and collections, preparing and sending financial statements and bills, and keeping financial records.

· Perform assignment work such as:

· Discovering new clients through networking opportunities.

· Updating the website.

· Researching new natural health products.

· Writing a short newsletter. 

· Posting on the company Facebook page. 
Qualifications

· Education: High School Graduate
· Specialized knowledge: awareness of natural health options. 
· Skills:
· Office Word and Excel

· Good with computers. 
· Abilities: 

· Communication skills

· Management and business skills

· Ability to make connections with clients. 
· Ability to pick up about a 2 gallon pale of water for foot detoxes and safely dispose of it down the drain without straining your body.
· Other characteristics: 

· Willingness to learn and participate in natural health practices. 
· Good at learning new computer programs. 

· Task oriented.
· Bubbly personality. 

· Respectful, trustworthy, and professional with Stephanie Fuller and clients/contacts.
· Experience: Preferably previous secretary experience, but this is not required. 
Working conditions
Your job will mostly be an indoor desk job, but you will also have opportunities for networking functions outside of the office. Other details include:
· Hours: 

· Monday 8:30-5:30
· Wednesday 1:30-5:30
· Thursday 10:00-7:00
· Lunch: 

· 12:00-1:00 each day. This is not paid and you will not be required to stay at the office during your lunch hour. 

· Total working hours: 20

· Over the course of the first few months of employment with Fuller Options we can negotiate to increase your hours if you are interested in working more than part time. 
Physical requirements

You must be able to safely lift a 2 gallon pale of water and dump it in the sink for foot detoxes on a regular basis. 
Benefits Included
· 1 Free Allergy Test done by Stephanie Fuller.

· 1 Free Natural Health Evaluation done by Stephanie Fuller per month. 
· 1 Free supplement needed by the employee per month. This does not include a supplement by Biotics Research. 

· 1 Free Foot Detox per month. 

· Options for additional health benefits are available at the employee’s expense. 

	Approved by:


	

	Date approved:
	6/1/2016

	Reviewed:
	6/1/2016












