
FLSA Status:  Non-Exempt Position Number:  1091
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This is a class description and not an individualized job specification.  The class description defines the general character and scope
of duties, responsibilities, and requirements of all positions in one job classification, but is not all inclusive or totally restrictive.
Reasonably related duties and responsibilities may be assigned as necessary at the discretion of management.  Employees will be
immediately notified of any changes. Reasonable accommodations will be made to enable qualified individuals with a disability to
perform the essential functions.

ADMINISTRATIVE ASSISTANT
Office of the County Administrator and Finance Department

JOB PURPOSE:
Performs difficult skilled clerical and responsible administrative work performing a variety of complex office assistance and administrative
tasks; does related work as required.  Work is performed under general supervision.  Supervision may be exercised over subordinate office
assistance personnel.

ESSENTIAL FUNCTIONS/TASKS PERFORMED:
Maintaining and coordinating office operations; word processing and data processing duties; maintaining records and files;
preparing reports.
 Greets the public, answers telephone and e-mails for the department and ascertains nature of business, directs to appropriate authority

for disposition;
 Answers questions and responds to inquiries or complaints on department and/or County operations, policies and procedures; maintains

calendar and schedules appointments;
 Prepares general correspondence including memorandums, reports, schedules, newsletters, certificates, official notices and other

materials, from rough draft, copy, marginal notes and/or verbal instruction;
 Maintains complex and detailed files and records; prepares and maintains data bases; prepares information brochures, fliers, etc.;
 Maintains payroll records for department; purchases supplies and equipment for department;
 Undertakes special projects as assigned by supervisor; assists with the development, preparation and maintenance of departmental

budget;
 Maintains a variety of operational, bookkeeping, budget and program records and accounts including accounts receivable and payable;
 Assists in public procurement functions
 Processes incoming and outgoing mail;
 Prepares a variety of complex and/or confidential reports requested; maintains confidential files; assists in human resource related tasks

such as job advertisements, processing applications, communication with candidates etc
 Receives, processes and enters a variety of information into computer system; maintains department’s webpage and social media pages
 Assists Deputy Clerk in correspondence, copying, agenda distribution and tasks related to the Board of Supervisors.  Serves as back up

to Deputy Clerk
 Checks and reviews a variety of data for accuracy, completeness and conformance to established standards and procedures;
 Establishes office procedures; sets up and maintains filing systems; coordinates assignment of administrative staff vehicles
 Performs related tasks as required.

EMPLOYMENT STANDARDS:

EDUCATION, EXPERIENCE AND TRAINING:
Any combination of education and experience equivalent to graduation from high school including or supplemented by course work in
secretarial science and extensive experience in office assistance work.

KNOWLEDGE, SKILLS AND ABILITIES:
Thorough knowledge of standard office practices, procedures, equipment and techniques; thorough knowledge of business English, spelling
and arithmetic; thorough knowledge of the organization and functions of the department and of general administrative policies and practices;
thorough knowledge of Microsoft Office suite of programs for the purposes of creating and formatting documents, graphs, presentations,
databases and spreadsheets; ability and willingness to learn to operate AS400 operating system; ability to operate standard office and related
equipment; ability to keep office records and to prepare accurate reports from file sources; ability to perform and organize work
independently; ability to prepare effective correspondence on routine matters and to perform routine office management details without
referral to supervisor; ability to establish and maintain effective working relationships with associates and the general public; ability to
communicate effectively both orally and in writing in a highly interactive team oriented work environment.

SPECIAL REQUIREMENTS:
None

PHYSICAL AND ENVIRONMENTAL CONDITIONS:
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally and a negligible amount of force frequently or
constantly to move objects, and some light work requiring the exertion of up to 20 pounds of force occasionally, up to 10 pounds of force
frequently, and a negligible amount of force constantly to move objects; work requires reaching, fingering, and repetitive motions; vocal
communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to perceive information at
normal spoken word levels; visual acuity is required for preparing and analyzing written or computer data, operation of machines, and
determining the accuracy and thoroughness of work; the worker is not subject to adverse environmental conditions.


