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ADMINISTRATIVE ASSISTANT - JOB SUMMARY

Replenish, Inc. is a small but growing start-up biotech company advancing cutting-edge technology in the development of a class III implantable ocular drug pump. Our technology utilizes a programmable MicroPump™ “smart device” to dispense nanoliter-sized doses of drugs directly into the eye. We offer a great company culture, an informal environment, and a workforce comprised of bright, helpful and motivated employees.
____________________________________________

Accountabilities and Ownership
· Performs general administrative duties including support of quality, procurement, accounting, human resources and information technology
· Assists purchasing and manufacturing with filing documentation
· Performs documentation preparation, filing, scanning, copying and shredding
· Functions as back-up for receiving shipments; Distributes incoming mail
· Supports accounting by scanning all AP checks and invoices
· Reconciles company credit card purchases
· Assists quality with the training matrix; Coordinates training needs with employees and department supervisors as needed
· Prepares and files documentation in support of the quality department
· Performs monthly database backup of employee computers
· Maintains inventory log for all company equipment and assets including computers, furniture and microscopes; Prepares photos and financial information for each item
· Assists with due diligence audit; prepares non-disclosure agreements
· Runs miscellaneous errands such as bank deposits, post office and FedEx mailings
· Functions as back-up for conducting safety tours for new hires
· Assists with employee and consultant new-hire checklist including printing out new hire background checks, calling-in background checks and updating the company directory

Reports to: Administration Officer

Experience/Skills
· 5+ years general office administration support; strong communication skills
· MS Office, Adobe Acrobat Pro, typing 40+wpm

Education
· AA in general administration; BA in business administration preferred

[bookmark: _GoBack]Traits and qualities: Resourceful; versatile; reliable; helpful; polite; upbeat

Benefits: 100% company paid HMO (or balance of PPO option); 75% company paid dental; VSP vision plan; 4% match 401K; 10 paid holidays

Compensation: ~$20-28/hr DOE, stock options
__________
Contact: Steve VamVaketis, HR Consultant, 626-389-2933, humanresources@replenishinc.com 
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