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Casino & Resort JOB DESCRIPTION

Position Title: GM Administrative Assistant
Department:  Administration

Salary: DOQ

Posting Dates: 9/25/26-10/2/26

Position Summary: Provides administrative and office support activities to the General Manager and
administration staff. Duties include general clerical, receptionist, and project-based work. Projects a
professional image through in-person and phone interaction.

Essential Job Functions: The list that follows is not intended to be comprehensive: it is intended to provide a
representative summary of the major duties and responsibilities. Employee will be required to follow any other
job-related instructions and to perform any other duties requested by his or her supervisor.

e Answers and screens incoming telephone calls, aiding incoming callers and/or transfers to appropriate
person.

e Evidence & Documentation Management by collecting all evidence, documentation and information
necessary to coordinate fact-finding activities related to employee injuries, customer injuries or loss and
any property damage or loss incidents involving the facility.

¢ General Liability & Property Claims Processing by processing all internal general liability and property
claim information with the General Manager and/or their designee.

e Third-Party Administrator Coordination by monitoring and processing all third-party administrator activities
and claims with the appropriate parties.

e Insurance & Risk/Loss Coordination by coordinating insurance and risk/loss related activities with the

appropriate representatives.

Meet and greet clients and visitors.

Maintains hard copy and electronic filing system.

Receives and date stamps incoming mail, surveillance reports, and faxed documents.

Receives and forwards incoming purchase requisitions, contracts and other items for General Manager’s

sighature.

e Submits purchase requisitions for payment of contract renewals, maintenance agreements, membership
fees, donations; supply purchases, etc.

o Tracks and keeps abreast of General Manager’s appointments, cancellations, and schedule.

e Tracks, logs and keeps abreast of all Casino contracts.

e Provides follow-up via email or phone calls to Department Directors/Managers regarding various projects,
tasks and/or deadlines on behalf of the General Manager.

e Tracks and keeps abreast of all Casino bans.

e Processes travel upon receipt of approved Travel Request forms. Keeps abreast of all current travel for
Casino employees.

e Other duties as may be assigned.

Job Requirements:

Education, Experience, and Certifications:

e High school diploma required.

e Two-year degree in Office Management or Secretary Certificate preferred.
¢ One to three years of clerical experience.

e Must be able to pass background investigation.



e Basic reading, writing, and math skills required.

e  Strong communication skills.

e Proficient in database management, word processing and spreadsheet applications.
e Must be flexible and have well-developed interpersonal skills

EMPLOYMENT STATUS:

This is full-time, non-exempt position with full benefits. Native American preference applies.




