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Department: Credit Reports To: Credit & Collections Manager 

Location:  Lakeland Revised:  August 2026 

 
JOB SUMMARY: 

The Administrative Assistant serves as a key customer service and administrative support resource for Barney's 
Pumps. As the first point of contact for customers, vendors, visitors, and employees, this position is responsible for 
managing front desk operations, directing communications, and creating a professional and welcoming 
environment. The Administrative Assistant also provides clerical and operational support through document 
management, mail processing, recordkeeping, departmental assistance, and office coordination activities. 

ESSENTIAL JOB FUNCTIONS: 

General Administrative Support 

▪ Answer incoming calls from a multi-line phone system, determine the purpose of callers, and forward calls 
to appropriate Barney’s Pumps (BPI) personnel. 

▪ Accurately field questions about BPI and provide callers with the appropriate address, directions, and other 
information as requested. 

▪ Take messages from callers and email them to appropriate BPI team members when they are unavailable. 
▪ Greet on-site guests, determine the nature of business, and announce guests to appropriate personnel.   
▪ Perform intercompany UPS mailing to branch offices and for BPI personnel as needed, by processing 

outgoing mail on the mail machine and following up on certified mailings. 
▪ Provide administrative support for pump school classes including printing training manuals, process 

certifications and maintaining attendance logs. 
▪ Scan, upload, and electronically file documents as needed. 
▪ Maintain organized paper and electronic records in accordance with company procedures. 
▪ Assist with data entry and recordkeeping projects. 
▪ Provide administrative support to multiple departments as needed. 
▪ Assist with special projects and miscellaneous office duties as assigned. 
▪ Maintain confidentiality of company and customer information. 

Office Operations 

▪ Maintain the lobby’s welcome and attendance boards and conference room scheduling. 
▪ Maintain neat appearance of the lobby and kitchen areas. 
▪ Manage and maintain inventory of office, kitchen, and breakroom supplies and work with Purchasing 

department for procurement. 

▪ Assist with conference room setup and preparation for meetings and customer visits. 

▪ Manage and maintain after-hours vendor relationship communication and message distribution. 

Additional Duties  

▪ Crosstrain with Credit Department staff as backup if required. 
▪ Assist with filing invoices, purchase orders, and start-ups as needed. 
▪ Provide secondary support for reviewing invoices for accuracy and appropriate support before sending to 

customers or submitting invoices on customer portals.  
▪ Perform other administrative and operational support duties as assigned to support the needs of the 

organization 
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EDUCATION: 

▪ High School Diploma or Equivalent. 

WORK EXPERIENCE: 

▪ Administrative experience required. 
▪ Multi-line telephone system experience. 

 

SKILLS AND ABILITIES: 

▪ Ability to adhere to a Monday-Friday, in-office 8-5 schedule. 

▪ Self-starter with strong organizational skills, attention to detail, and ability to work independently with 

minimal supervision. 

▪ Professional verbal and written communication skills. 

▪ Ability to build and maintain working relationships with BPI customers, vendors and employees. 

▪ Ability to manage multiple tasks and prioritize effectively. 

▪ Critical thinking and problem-solving skills. 

▪ Proficiency in Microsoft Office Suite (Word, Excel, Outlook). 

▪ Eager and willing to learn new things and contribute to BPI's “Better Every Day” culture. 

 
 

 
                

 


