Job Opening
Job Posting:

February 2022

JOB TITLE: Administrative Assistant

Application Deadline: 30 days or
until position is filled
LOCATION: Puerto Rico

DEPT: NYS Office of Trade and Tourism
BASIC FUNCTION:
The Administrative Assistant will perform administrative and office support activities for the New York
State Office of Trade and Tourism. The Admin will assist the Director in the daily operation of the duties
and of the office including but not limited to the structural component of the organization. Duties will
include clerical tasks and organizing the department’s processes.
The Admin’s tasks may include assisting in the implementation and administration of both the Trade and
Tourism component of the Office that encompasses marketing, sales, research, and multiple
assignments as needed.
WORK PERFORMED:








Provide a wide range of administrative and secretarial duties to support the day-to-day
operations for the Director of NYSOTT that includes maintain files, order and maintain supply
inventory, process procurement documentation and open and distribute mail.
Assist in Director’s phone inquiries and follow thru as instructed.
Maintain and manage the Director’s calendar with scheduling internal and external
appointments, meetings, events and conference calls.
Coordinate travel arrangements and prepare travel and business expense forms.
Assist other support and professional staff in the department/division as required including the
Taste New York Store which may include store operator abilities including attend customers,
cash register management and inventory management, calendar of events and social media.
Assistance when necessary in the development and implementation of all Tourism initiatives.
Carry out special assignments, as appropriate and requested by the Director.

Position expected to work onsite and/or remote consistent with NYS and ESD guidelines and needs.
EDUCATION & REQUIREMENTS:
Education Level required: Associates’ degree in Secretarial Sciences, Business Administration,
Marketing or Tourism. Substantial Additional directly related experience may be substituted (in
addition to min. experience required.)
Minimum Requirements: Language Ability: Fully bilingual with excellent skills in Spanish and English,
both oral and written. Relevant Experience Required: Minimum three (3) years’ administrative
experience, working with customers and the public. Excellent people skills and communication skills.
Computer Skills: Proficiency in Microsoft with Outlook, Word, Excel, PowerPoint and Publisher
Other Skills: Strong organizational skills with multitasking are required while working well under
pressure. Business savvy beneficial. Reliable and dependable. Must adhere to deadlines. Punctuality is
a must.
APPROXIMATE HIRING SALARY: Up to $32,000 (w/ comprehensive benefits package)
INQUIRE
Human Resources Dept.
External Candidates: Send resume to resumes@esd.ny.gov, indicating job title in subject line and salary requirement
in email body
Internal Candidates: Complete Posting Application and attach a copy of resume
WE ARE AN EQUAL OPPORTUNITY EMPLOYER COMMITTED TO DIVERSITY

