
 
The Glenshire/Devonshire Residents’ Association 

(GDRA) 

Job Description 
  

Job Title:  Filing Assistant 

Reports To: Operations Manager  

Status:  Non-exempt/Part-time/Temporary  

 (Possibility of growth for right candidate)  

Hours: 6 - 12 hours per week 

Prepared Date:  11/12/2021 

  
SUMMARY   
Under the supervision of the Operations Manager, or Administrative Assistant as necessary, the Filing 

Assistant is responsible for assisting the office team with a variety of filing/organizational duties.  

  

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be 

assigned. 

 

Primary responsibility is to help protect and enhance the quality of life and property in Glenshire 

Devonshire, and to carry out the duties and responsibilities as outlined below. 

 

Assist in file, member information and supply inventory maintenance. 

 

Assist in general office duties: photocopying, scanning, shredding, mailing, phone message logging, etc. 

 

Operate office equipment such as telephones, computers, internet, copiers, scanners, etc.  

 

Utilize various computer software including Microsoft Office, Adobe, and spreadsheets. 

 

As needed, provide excellent customer care to members, guests, tenants, employees and business partners. 

 

QUALIFICATIONS   

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. 

The requirements listed below are representative of the knowledge, skill, and/or ability required. 

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions. 

 

DESIRED EDUCATION and/or EXPERIENCE  
Experience with computers, internet and office related work and software 

 

 

 



LANGUAGE SKILLS  
Ability to read, interpret and comprehend instructions and other documents, and write simple 

correspondence. 

 

OTHER SKILLS 
Ability to communicate clearly, effectively and in a positive manner with members, guests, tenants, 

employees and business partners.  Strong organization skills and detail-oriented.   

 

PHYSICAL DEMANDS   

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  

 

While performing the duties of this job, the employee is regularly required to communicate.  The 

employee frequently is required to remain stationary; move; and use hands to fingers.  The employee is 

frequently required to reach with hands and arms; ascend, descend or balance; and position self to access 

files/equipment, etc.; walk, kneel or crouch.  The employee must occasionally lift and/or move up to 35 

pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, 

peripheral vision, depth perception, and ability to adjust focus. 

 

WORK ENVIRONMENT   

The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job. Reasonable accommodations may be made to enable 

individuals with disabilities to perform the essential functions. 

 
We are an equal opportunity employer and prohibit discrimination/harassment without regard to race, color, 

religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual orientation, gender 

identity or expression, or any other characteristic protected by federal, state or local laws 

 

By signing below, I acknowledge that I have received and read the above job description. 

 

__________________________________ 

EMPLOYEE NAME 

 

 

__________________________________/___________ 

EMPLOYEE SIGNATURE   DATE 

 


