L ane Council of Governments
Job Classification

Job Title: Administrative Assistant 111 FLSA Status: Non-Exempt
Divison: Administrative Services Range: 5
ReportsTo: Admin. Services Supervisor Last Revised:  August 2000
General Statement of Duties

Performs procedura clerical work of moderate difficulty and variety. Work requires generd knowledge
of unit functions and procedures and is performed within generaly accepted or established methods,
practices, and procedures.

. ved

Work is performed under generd supervision and work performance is evauated through periodic
checks and through the adequacy and timeliness of products and services provided.

. e

None.

il

Little or no discretionary respongbility for monetary or human resources. Duties that include working
with monetary resources are subject to review and include checks and balances.

inquishi

Postions assigned to the Adminisirative Assstant |11 classfication are distinguished from Adminigrative
Assgant |1 by the requirement for abroader range of office skills and the ability to perform tasks of
moderate to difficult complexity.

Essential Job Functions

Type and distribute forms, correspondence, reports, contracts, memoranda, statistics and schedules by
using office machines such as a typewriter, word processor, computer termind, adding machine,
photocopier and other standard office equipment

Complete regularly recurring reports, compile data from varied sources and make summary reports as
required. May involve routine mathematica cdculations and tabulations in accordance with established
methods.

Process purchase orders and requisitions assuring proper approvas, coding and records; purchase
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office supplies and equipment for the unit; monitor deliveries and verify shipments as needed by
checking items received againg shipping orders and invoices.

Process payment authorizations, including clarifying requested services, verification of details, coding,
data entry, and phone natification; explain policies, procedures, expectations, and billing indructions,
resolve billing or payment problems.

Maintain and update files, records, and logs on computerized and manual record keeping systems.
Search files and records for readily identifiable information as directed.

Greet and asss the public, staff, and other agencies by phone or in person by providing information of a

genera nature as authorized from sources such as published directories and procedures, calendars of
events and saff schedules. Refer inquiries/visitors to gppropriate department or individua when

necessary.

Receive, receipt, and record fees and payments, perform routine posting of records and baances
accounts, as needed.

Schedule appointments and meetings, reserve conference rooms and vehicles, and make travel
arrangements as ingtructed.

Perform data entry of billing information and prepares unit payrall time sheet.

Provide logigtica support to saff by monitoring staff location and cdendars.

Receaive incoming cdls on multi-line telephone and route calls to appropriate individuas or departments.
Other Jaob Functions

Provide back-up support to other clerical positions and the office in case of absence or work overload.
Perform other related duties as assigned.

i it

The work is performed primarily indoors requiring hand/eye coordination in the operation of business
machines. Work may involve occasiond lifting of object weighing 15 to 25 pounds.

e il | Abilit
Knowledge of office practices, procedures and equipment.

Ability to communicate effectively with other employees and the generd public using tact, courtesy and
good judgment.

Ability to work with accuracy and attention to detail to meet deadlines.
Ability to understand and execute ora and written ingtructions, policies and procedures.

Ability to operate standard office equipment such as typewriter, computer termina, word processor,
transcriber, calculator and photocopier.
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Ability to type a leve required for specific pogtion.
Ability to physcaly perform assgned duties.
cati I :
High schoal diploma (or G.E.D.) and three years generd office experience, or any combination of

education and experience that provides the applicant with the knowledge, skills, and ability required to
perform the job.

, i L0t .

Some positions may require avaid Oregon driver's license, or the ability to obtain reliable
trangportation to avariety of sitesin the County.



