JOB DESCRIPTION
Date Prepared: April 2018
Position Title: Office Assistant 
Department: Administration
Supervisor: Executive Assistant
Position Overview: Under the general supervision of the Executive Assistant, the Office Assistant is responsible for various administrative duties of the Administrative office.  Duties include providing excellent customer service while: filing, organizing, scanning, and maintaining office files and records.  
Resources Influenced: 

Annual Operating Budget: 

Total Employees in your chain-of-command: 0

Reporting Positions: none

Working Environment: The work and responsibilities are performed Board of Commissioners Office. 
Qualifications: 

1. Education & Experience - High School graduation or equivalent plus at least one year of experience in an office requiring the use of general office skills and equipment.  Additional education may be substituted for experience.
2. Office Skills – Basic to intermediate computer knowledge and skills, basic office practices and procedures.
3. Equipment used - Telephone, calculator, personal computer, printer, copier scanner.
4. Must have a valid Driver’s License.
5. Ability to multi-task in an occasionally hectic environment

6. Experience using Microsoft Office Suite to generate correspondence, create documents, and generate reports to track information. Experience with Excel to create forms and generate reports to track data. Ability to learn specific software.
7. Communication skills and the use of tact and diplomacy with diverse or difficult individuals.
8. Works collaboratively in a team setting; willingness to collaborate, share information, and contribute to the team's success as necessary.
9. Use of positive customer service skills for both internal and external customers in answering inquiries or requests for information, explaining procedures, policies, rules and regulations.
10. Ability to organize and maintain files according to federal, state and county standards. 

11. Ability to effectively use oral and written communication in the performance of duties and responsibilities.
12. Ability to learn and implement procedures, regulations and requirements with respect to procurement, budget, safety, operations and organization.
Essential Job Functions
Physical:
1. Ability to push, pull and lift up to 40 pounds (box of paper).

2. Ability to sit for extended periods of time.

3. Ability to word process at 30 wpm.

4. Regular and predictable attendance.

5. Ability to enter and retrieve data from County computers and software.

6. Ability to answer phones and transfer calls if appropriate.

7. Ability to operate an automobile independently.

Mental:
1. Ability to understand and comprehend written and oral instructions.

2. Ability to read, write and comprehend English.
3. Ability to communicate effectively in both written and verbal form.
4. Ability to perform basic math functions.

5. Ability to comprehend complex issues and commit these issues to writing.

6. Ability to maintain confidentiality of work related information and materials.

7. Ability to maintain confidentiality under HIPAA standards.
8. Ability to greet clients and the public in the office and on the phone in a courteous and professional manner.

9. Ability to work with clients and the public in occasionally stressful situations.

10. Ability to use persuasiveness or assertiveness skills, as well as sensitivity to the point of view of others.
Job Duty Outline:
I. Assist with office functions and procedures.

A.
Provide administrative support for the Executive Assistant.


B.
Distribute mail.


C.
Manage the office supplies and materials.



1.
Maintain inventory of office supplies and materials.



2.
Order supplies and materials as needed.


D.
Respond to phone, email, and walk-in inquiries.


E.
Assist in organizing various events and such as Board of Commissioner meetings.


F.
Must work well under pressure and with minimal supervision.  Proven flexibility and willingness to handle a variety of tasks.


G.
File, copy, scan and email documents. 


H.
Correlate and organize meeting binders.

M.
The listed job duties are not inclusive of all assigned work.  Administration reserves the right to assign other duties as needed and necessary.
I.
Department Organization

A.
Communicate with other department employees to effectively and efficiently coordinate work programs.

B.
Communicate with employees from other departments and agencies in order to coordinate and implement the work program. 

C.
Communicate with members of the general public in order to coordinate work programs and provide appropriate information about county activities.
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