Support Staff Tasks  Updated on 1/2/2026


· Phone system
· Answering
· Transferring calls
· Sending to voicemail
· Setting up outgoing message
· Changing message for Holidays or Weather Closures
· Train new staff on how to use phone system
· Administrator of Spectrum admin site—ucportal.spectrumenterprise.net

· Postage machine
· Stamping mail
· Adding postage to machine
· Ordering supplies-ink
· Manage online app on desktop—www.sendpro.pitneybowes.com

· Menus
· Data entry the menu into Google Calendar.  This process will link the menu to our website.

· Newsletter
· Gather articles from Dale, Laura, UWS, School District, FoodWIse.
· Create newsletter
· Upload it to LPI website for printing/delivery
· Distribute (see file folder titled, “Flyers, Menus, Newsletters”)

· Board packets
· Gather staff reports from Dale, Molly, Babbette, and Laura
· Create board packet

· Events (help plan, and manage events)
· Spring into Fun in April
· Voucher Day in June
· Jay Cooke Bus Trip in June
· 4th of July parade
· Farm Market Cook Out in August
· Senior Picnic in August
· Dachshund Derby in Sept or Oct
· Walk to End Alzheimer’s in September
· Fall Leaf Bus Trip in October
· Christmas Party in December
· Christmas Lights bus trip in December


· PeerPlace Database
Peerplace Champion
Run error reports
Enter meal assessments
Print meal rosters
Create Mary Hall monthly spreadsheet
Enter Campus Café meals
Enter monthly nutrition points


· Copier/Printer
· Requesting service
· Ordering supplies

· General Office supply ordering online from Office Depot (ODP Business Solutions)

· Go to Walmart to pick up supplies when needed

· Community Engagement Committee for Walk to End Alzheimer’s

· United Way Volunteer Coordinator Committee

· Co-Chair of Companion Pet Program

· Manage incontinence supplies

· Manage loan closet

· Vacuum and clean office Friday

· Manage agency Facebook page

· Manage agency website

· Manage agency LinkedIN page

· Greet clients and visitors as they enter the office

· Post job adverts onto social media, share to employment Facebook groups, WI Job Site, Handshake, Northforce. 

· Back-up transportation dispatch on radio

· Lock file cabinets at night and unlock in morning

· Lock building door in our lobby, lobby lights, TV, turn on/off outdoor light, and turn automatic door to off/on

· Create monthly staff meeting agenda for Dale

· Take monthly staff meeting minutes

· Order our agency logo supplies from Silver-Tonsberg (envelopes, slips, etc..)_

· Design and distribute flyers for agency events

· Manage event guest lists

· Enter nutrition department notes into One Note

· Assist with projects as needed such as decorating for holidays, Cupid Crew, March for Meals delivery, Thanksgiving, Christmas frozen meal delivery, and farm market voucher day

· Track all of your walk-ins, phones, and emails on sheets for monthly PeerPlace entry








