
 

VISIT MISSISSIPPI GULF COAST 

Job Title:    Administrative Assistant 
 
 
Reports To:    Executive Administrative Assistant 
 
 
Summary: Responsible for handling reception area and administration duties, 

including greeting guests, answering phones, sorting and 
distributing mail, as well as, providing clerical support to all 
departments of Visit Mississippi Gulf Coast. 

 
 
Duties & Responsibilities: Answer and route incoming telephone calls; Create voicemail 

messages and forward to voicemail at end of day 
 

Greet and provide service to clients and visitors 

 

Open, stamp and distribute incoming mail to staff 

 

Stock brochure racks in reception area with promotional 

publications and brochures; Contact industry partners for updated 

brochures 

 

Perform administrative duties such as typing, copying, binding and 

scanning, as well as postage and shipping tasks 

 

Enter visitor or caller information in the CRM system 

 

Process requests for information, including stuffing envelopes, 

creating mailing labels and responding to emails within 24 hours of 

requests 

 

Perform general administrative functions and assists Executive 
Administrative Assistant and staff in day-to-day operations of the 
department 
 
Assist with updating information on the website including checking 
for grammatical errors 
 

Search for new attractions, restaurants, etc. 

 

Responsible for scheduling VMGC Board Room 
 
Assist Destination Services Department with various tasks, 
including assembling bags for tour groups and preparing jump 
drives for Sales Managers 

 
     Create various reports, utilizing database(s) 
 

Responsible for maintenance of office equipment, including 
computers, copy machine and telephone system 

 
Maintain orderliness of reception area, kitchen area, mail/copy 
room, and board room 
 
Maintain supplies inventory by checking stock to determine 
inventory level; anticipating needed supplies for Office, Kitchen 
and Board Room; Assist Executive Administrative Assistant with 
supply orders 
 
Perform other related duties as required 



   

   

 
 
Requirements: Able to use and understand the telephone system, as well as 

computer and office equipment 
 

Exceptional communication skills- both verbal and written 
 
Strong customer service and business etiquette skills; Able to deal   
effectively with the public 

 
Good organizational skills; detail-oriented; ability to multi-task 
 
Self-Motivated and Self-Sufficient 
 
Professional appearance 
 
Proficient in Microsoft Office with expertise in Word, Excel and 
Outlook; PowerPoint a Plus 
 
Ability to quickly learn industry related computer software 
 
Knowledge of convention/tourism industries a plus 
 
Must be able to work Monday to Friday 8:00 a.m.  5:00 p.m.  
 

 
. 

 


