
   

 
Administrative Assistant 

 

  Summary: 

Under general supervision, performs duties, some of which are confidential that support 
several department heads. Exercises judgment to operate within the rules and promote 
efficient office operations.  

 

DUTIES AND RESPONSIBILITIES 

 

A. Secretarial Duties (65%) 
 Prepares finished proofed typing and copying against deadlines for department 

heads.   
 Handles preparation of correspondence.    
 Prepares agendas and minutes for department boards, commissions and 

committees.   
 Makes appointments for the department heads.   
 Responsible for overall file maintenance within the  department.   
 Decides on the appropriate format to be used for correspondence.   
 Prepares minor reports and correspondence.   
 Sorts mail.   
 Maintains suspense files and phone numbers and addresses of officials and 

agencies frequently contacted. 
 

B.   Public Relations (20%) 
 Greets visitors and/or clients in person and by phone and directs them to the 

appropriate person.   
 Provides information about the City and about City  operations as requested.   
 Represents the City in a positive and enthusiastic manner.   



   

 

  C. Budgeting/Records (15%) 

 Assists in preparation of departmental budget and is responsible for maintaining 
records relating to the budget, purchases, and requesting items to be purchased 
for the department.   

 Ensures uniformity, compliance with records retention, etc.   
 Responsible for notifying the department heads of  expenditures relating to the 

yearly budget. 

 

D. Performs other reasonably related duties in a safe manner as assigned by 
immediate supervisor and other supervisors as required. 

 

JOB SPECIFICATIONS 

 

  Qualifications: 

 Must have an educational level equivalent to high school graduation.  
 Must type at least 60 words per minute accurately.        
 Ability to operate computers, fax, calculators, copiers and other office equipment.   
 Previous secretarial, bookkeeping, or advanced clerical experience required.  
 Good communications skills required.   
 Three (3) years secretarial experience desired. 

 

  

 Knowledge, Skills, and Abilities:  

 Thorough knowledge of English grammar and composition.  
 *Working knowledge of City and department policies and procedures.  
 Knowledge of basic filing procedures.  
 Knowledge of modern business communications involving style and format of 

letters, memos, minutes and reports.  
 Skill to operate common office machines.  
 Good interpersonal skills.  
 Ability to express oneself clearly both orally and in writing. 
 Ability to prioritize and work against deadlines.  
 Ability to interpret different styles of handwriting.  



   

 Ability to take notes and minutes quickly and effectively.  
 Ability to type from a rough draft or general directions.  
 Ability to maintain an effective working relationship with other employees and the 

public.   
 Must be able to maintain regular attendance on the job. 

  Physical Characteristics: 

 See well enough to read text on a computer monitor.  
 Hear well enough to carry on a normal conversation and take dictation.   
 Effectively operate a keyboard, typewriter, and other office machines.  
 Have ability to move freely about the office.  
 Hear and speak well enough to communicate effectively by radio or linc. 

 
 

*May be learned on the job. 

This job description accurately describes the duties performed by a person occupying this 
position. 

 

  ________________  _____________________  ____________ 

       NAME           DEPARTMENT                     DATE  

 

 


