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JOB DESCRIPTION

	JOB TITLE: Administrative Assistant

	JOB CODE:



	DEPARTMENT:  Commissioners
SUPERVISOR’S TITLE: 
· District 1 Commissioner

· District 2 Commissioner

· District 3 Commissioner

	FLSA STATUS:



	POSITION SUMMARY

The Administrative Assistant performs a variety of technical and administrative tasks in support of department goals and functions such as preparing correspondence, performing internal and external customer service, and researching and preparing technical reports. Duties also include performing clerical functions such as taking meeting minutes, managing filing systems, assisting professional staff with special projects and responding to information requests.



DUTIES AND RESPONSIBILITIES

These duties are the essential functions and are not all-inclusive of all duties that the incumbent performs.
· Perform routine clerical and administrative work answering phones, referring messages, receiving the public, providing customer service, entering data and word processing in accordance with standard operational procedures in support of department functions and objectives.

· Assist professional staff with long-term and special administrative projects that require statistical research, budget analysis, accounting, organizational statistics, legislative analysis and other similar research.

· Receive and distribute incoming mail and process outgoing mail according to established procedures to ensure proper parties obtain mail in a timely manner. Copy, package, and distribute a variety of materials as requested.

· Perform customer service duties, including screening correspondence, telephone calls, and visitors for a principal administrative employee in a small County department or major division of a large County department; independently schedule conferences, conference calls, meetings or appointments; refer matters not needing the personal attention of that person to the appropriate staff personnel; track progress to insure timely reply by supervisor or staff as needed.

· Answer a variety of routine and semi-technical questions related to the organization, functions, procedures, regulations, and programs of the agency after determining that information may be given; answer inquiries for complaints which do not need policy interpretation or expertise. Handle requests for information appropriately and use judgment in handling sensitive information by adhering to department rules of confidentiality.

· Set up and maintain a variety of files and records including confidential or personal files, and ensures that only authorized personnel have access to contents of files in accordance with operation procedures. Set up and maintain subject matter; chronological, alphabetical, and numeric file systems according to managerial requests, functional use or administrative guidelines. Act as custodian of department documents and records.

· Research laws in Montana Code Annotated as directed by the department head or County Commissioners to interpret, apply and report on a wide range of rules and laws that may affect the manner in which the County will conduct business. Review, analyze, and interpret current legislations for program compliance; review documents for legislative compliance.

· Compose, type and edit a variety of correspondence, reports, memoranda, and other material necessary to conducting county business and ensure that content is accurate and complete. This includes completing ongoing paperwork for grant funds allotted to the department and typing news releases and sending them to the newspaper or radio.

· Collect, assemble, analyze, and interpret statistical data relating to departmental and interdepartmental operations including policies, functions, organization, staffing, program evaluations, forms and procedures, work output and workload, space and physical layouts, and effectiveness of equipment.

· Perform a variety of secretarial duties associated with the administration of a county department including responding to various inquiries and complaints from the public and program constituents by determining and asking appropriate questions to identify information needs, explaining applicable policy or procedure, locating pertinent information in files, or directing caller to appropriate sources based on legal requirements (e.g., in case of formal complaint, etc.).

· Maintain calendars/agendas and set up appointments for administrative and professional staff; confirm or reschedule appointments based on mutual agreement and knowledge of their work schedules, notify appropriate persons and interested parties of rescheduled appointments, anticipate the need of reference materials to be used by them and/or participants and assemble materials for their use, brief employees of the nature of appointments prior to their scheduled meetings.

· Maintain list of duties, promises, missions, requirements and miscellaneous business for department heads or the County Commissioners to have available whenever needed. This may include maintaining a bidders list and sending notices to bidders.

· Supervise central supply activity to ensure department is stocked with needed supplies and equipment according to established procedures and protocols. This includes administering the budget for supplies and providing related input to management for budget planning and administration purposes. Notify appropriate managerial staff when funds are low.

· May supervise and/or train other clerical staff, evaluate their work performance, may participate in the selection of new employees.

· May perform routine administrative work in keeping official records and providing support to the Board of County commissioners and assist in the administration of standard operating procedures.

· May act as a administrative secretary to one or more commissions or boards, schedule and arrange for rooms and equipment from general direction or procedural guidelines, prepare and distribute agendas, attend and take minutes of meetings, accept and record evidences, summarize and type minutes of meetings from electronic recording devices or handwritten notes, distribute minutes to appropriate persons, type public announcement for public release.

· Attend workshops, seminars and educational sessions to keep updated on changes in assigned area of departmental responsibility.

· Research, organize, and coordinate a variety of special reports, summaries and related materials as assigned.

· Perform a variety of miscellaneous duties such as running errands, picking up supplies needed for activities, making arrangements for use of County facilities, setting up tables and chairs, etc.

· Maintain and troubleshoot computer systems and office equipment to facilitate office operations by diagnosing and resolving routine computer equipment and software problems, making minor repairs to copiers and other equipment, and referring problems to other County staff or contractors when needed.

· Perform other duties as assigned including but not limited to managing special projects, coordinating public meetings, attending meetings and conferences, providing backup for other staff, participating in training and continuing education, etc.

JOB SPECIFICATIONS
Education & Experience: The job requires education and experience equivalent to graduation from high school or GED equivalent with specialized course work in general office practices such as typing, filing, accounting and bookkeeping and two (2) years of increasingly responsible related experience.  Equivalencies include an associate’s degree with course work in public administration, political science, accounting and one (1) year of related experience.

.

Knowledge, Skills, Abilities and Competencies:  The job requires knowledge of Computers; electronic data processing; modern office practices and procedures; administrative techniques and principles of organization; accounting; budgeting; techniques and practices of research methodology; data collection, and preliminary analysis; report writing; application and use of basic statistics; interview techniques sufficient to obtain information related to employment and administrative matters; written and oral communications, including language mechanics, syntax and English composition; database, spreadsheet and word processing applications including basic methods of graphic presentations. Depending upon the size of the county department and allotted staff may require some knowledge of budget and human resources administration.

The job requires skill in operations of computers and office machines.

The job requires the ability to effectively meet and deal with the public; communicate effectively verbally and in writing; maintain complex filing systems; handle stressful situations; work extra hours as required; compose correspondence from general instructions; collect, compile and analyze qualitative and quantitative data; understand and explain laws, regulations and policies governing program operations; establish and maintain effective working relationships with management, employees, clients, and the public; understand program objectives in relation to departmental goals and procedures; organize and prioritize work assignments; use and understand common database, spreadsheet and word processing applications; learn specialized computer applications.  

The position must learn to interpret and apply well-defined administrative rules, regulations, and policies to determine how to take care of problems and issues on the spot.

WORKING ENVIRONMENT

Physical Demands:  The demands and conditions described here are representative of those the employee must meet to perform the essential functions of the job.

· The employee is constantly required to use hands to handle or feel objects and to keyboard.

· Frequently required to sit, talk, write, listen and read.

· The employee may infrequently be required to stand, walk, climb, balance, stoop, kneel, crouch or crawl and reach with hands and arms.

· Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision and depth perception.

· The employee is infrequently required to lift and/or move up to 25 pounds.

· The noise level of the office is usually moderate.

· May involve occasional travel by auto to attend meetings with community partners.

Visual, Hearing and Dexterity Demands:  

Working Conditions:  
The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.

APPROVALS:

___________________________________________
______________________________________
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