
 Greylock Federal Credit Union     

Our vision is to enable our community to thrive. 

Greylock is guided by our IDEA principles 

Inclusion, Diversity, Equity, and Accessibility to support a workforce 
that reflects our community. 

   

Position Title: ADMINISTRATIVE ASSISTANT   

   

Department: ADMINISTRATION 8/2019  

   

   

Under the direction of the VP/Administration, performs a wide variety of administrative 
functions to provide assistance and support for the EVP, CLO, CRO, VP/Administration 
in conformance with established Credit Union policies and procedures. 

   

Key Job Requirements: 

1. Performs any functions, within scope of authority and expertise to provide the 
highest level of service and responsiveness to the members served by the Credit 
Union while performing all duties in accordance with prescribed regulatory 
compliance guidelines and Credit Union policies and procedures. 

2. Provides administrative support to the EVP, CLO, CRO and VP/Administration 
and may provide support time to time for other executive officers including but 
not limited to managing calendars, scheduling, handling inbound and outbound 
communication with wide variety of diverse stakeholders; making arrangements 
for meetings at Greylock and other locations, including taking meeting minutes; 
preparation of written correspondence and reports; demonstrating absolute 
confidentiality, and other associated tasks such as typing, filing, record-keeping 
and material distribution. 

3. Supports in ordering food and beverages for committee meetings and special 
occasions for entire credit union (i.e. snow days, congratulations events, etc.) 



4. Provides professional and proficient service in greeting visitors, answering 
phone, and directs to appropriate staff and/or conference room. Prepares 
conference rooms before meetings with proper set up. 

5. Takes initiative and acts independently regarding communication issues. Opens mail 
and coordinates/follows up with those responsible for timely and appropriate responses. 
Back up for Senior Administrative Assistant. 

Related Responsibilities: 

6. Actively represents the Credit Union in local civic, community and professional organizations. 

Promotes the Credit Union wherever and whenever possible. 

The above is a description of the ordinary duties of the position. It should be expected 
that from time to time other duties both related and unrelated to the above may be 
assigned and, therefore, required. 

Position Requirements: 

 Associate's degree or its equivalent in administrative coursework, training or work 
experience. 

 Two plus years in a related position. 
 Excellent customer service, communication, problem-solving, and organizational 

skills. 
 PC proficient in Microsoft Office 
 Attention to detail and ability to multi-task. 
 Able to maintain confidential information discreetly. 

Supervisory Scope: 

None 

 


