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Job Description



Job Title:	Administrative Assistant
Department:	Public Works
Shift:		Day
FLSA Status:	Non-Exempt
Salary:		DOE


SUMMARY
The purpose of this position is to provide technical support to the Director of Public Works by performing a wide variety of secretarial tasks, such as scheduling appointments, providing polite and professional assistance to all visitors via in person, phone, mail and/or email.  A multi-tasker with excellent verbal and communications skills. Work involves frequent contact with other government agencies and first-level management personnel to obtain, clarify or give technical information.


ESSENTIAL DUTIES and RESPONSIBILITIES
· Using judgement and discretion in screening calls and visitors
· Reads and routes incoming mail and correspondence not requiring Director’s attention.
· Maintain appointment schedules; arranges, confirm and/or cancels meetings, including checking for conflicting times and dates; arrange for physical space. Handle preparations for meetings.
· Using diplomacy in receiving and investigating complaints and requests for city service work or information; answers or route request for necessary action; compose and type replies after gathering information.
· Maintain correspondence and confidential files.
· Manages and maintains records of the Roselawn Cemetery. Work with citizens needing assistance with the cemetery.
· Assists Director with proposals, invoices, payments, and processing.
· Administers solid waste collection contracts manages the process.
· Manages request for payments for major capitol projects and attend all project meetings, when requested.
· Take and transcribe minutes in meeting, when needed.
· Is involved in land use issues, does studies or research needed. Accepts Develop Approval Applications and land use meetings
· Prepare reports and any necessary paperwork requested by City Council Clerk.


QUALIFICATIONS
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.
· EDUCATION and EXPERIENCE
High school diploma or general education degree (GED) supplemented by secretarial coursework.  Three (3) to Five (5) years’ experience in the secretarial field; or any combination of training and/or experience. Work requires considerable knowledge of modern office practices. Must know the land use ordinances.
· LANGUAGE SKILLS
Ability to communicate and deliver information accurately, clearly, and effectively, both orally and in writing from other departments, the general public, other government agencies and various vendors.
[bookmark: _Hlk83288638]Ability to compose correspondence and prepare reports concise and in a timely manner.
· MATHEMATICAL SKILLS
Ability to perform the basic arithmetic operations such add, subtract, multiply and divide numbers.
· COMPUTER SKILLS
To perform this job successfully, an individual should have experience using computers in an office environment; proficient in Microsoft Word and Excel, and the ability to master new computer applications
· REASONING ABILITY
Ability to apply common sense in carry out instructions furnished in writing, orally, or in diagram form.
· OTHER SKILLS and ABILITIES
Ability to deal tactfully and courteously with the public, high level public officials and city employees.
Ability to interpret and apply administrative and legislative policies, procedures, regulations, and rules of city government to work processes.

CERTIFICATES, LICENSE and REGISTRATIONS
· Valid Louisiana Driver’s License
· Maintain a good driving record.

PHYSICAL DEMANDS
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is regularly required to sit, stand, walk; use hand to fingers, handle, or feel; reach hands and arms; climb or balance; kneel, stoop, hear or talk.  The employee must occasionally lift and/or move up to ten (10) pounds.  Specific vision abilities required by this job include close, distance, color vision, peripheral vision, depth perception and ability to adjust focus.


WORK ENVIRONMENT
The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  

The noise level in the work environment is usually moderate.
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