LEWIS COUNTY FIRE DISTRICT #3
ADMINISTRATIVE ASSISTANT JOB DESCRIPTION 

	Employee Name: 
	

	Personnel #:
	


DEFINITION:

The Administrative Assistant independently coordinates and performs a broad range of technical support services to the Commissioners and assist the Fire Chief on certain functions.  The Administrative Assistant is responsible for assuring daily office correspondence, reports, financials, billing, resolutions and other fire department business generated for the Commissioners; meeting Fire Department standards and is properly recorded.  Assists the public, corresponds with the Commissioners and Fire Chief, and completes projects as assigned by Commissioners. Responds as an EMT-B on the ambulance for all aid or fire alarms during regular work hours.
DISTINGUISHING CHARACTERISTICS:

A confidential non-union position performing varied secretarial and support functions for the Commissioners and at times for the Fire Chief, requiring sound decision making and judgment.
MINIMUM QUALIFICATIONS:
· Citizen of the United States.
· Read and write English. 

· High school diploma or GED. 

· Minimum 21 years of age. 

· Washington State driver’s license or able to obtain within 15 days of employment.

· Possess or obtain an Emergency Medical Technician (EMT) Basic Certification when the first available class enrollment allows.

· Minimum two-year’s experience in office/clerical work. 

· Minimum keyboarding speed 50 words per minute (corrected). 

· Pass thorough background examination.    

· Able to obtain notary public status.
TYPICAL WORK - WITH MINIMAL SUPERVISION PERFORMS THE FOLLOWING WORK:

· Word process and write various forms, correspondence, reports, financials, Emergency medical and insurance billing and other typical fire department information. 

· Enter, update forms and programs in Fire Department computers. 

· Maintain and keep secure administrative files. 

· Maintain and keep secure employment files.  Purge archived files according to retention guidelines.

· Maintain and keep secure employee/volunteer medical and exposure files.  Appointed as a personal health information officer for the Fire Department.  Release employee personal/protected health information according to the Health Insurance Portability Accounting Act (HIPAA).   Purge archived files according to retention guidelines.    

· Provide State level Commissioner Seminar, Forum and training information.        

· Attend Commissioner Meetings as assigned, record and transcribe minutes, participate in discussion when appropriate.     
· Respond to public and member inquiries both by telephone and in person.    

· Prepare documents for administrative signatures.

· Copy, distribute, archive and purge various documentation according to policy, procedure and law.    

· Process incoming mail.
· Requisition necessary supplies for the Ambulance Service and Office in a timely manner.  
· Perform Notary Public services for the needs and requirements of the Fire Department.
· Perform other administrative duties as directed, independently completing diverse projects as assigned.
· Responds during regular work hours on Emergency Medical Responses and Fire Alarms requiring the ambulance and an EMT.
PHYSICAL REQUIREMENTS:
· Ability to lift objects weighing approximately 35-50 pounds.      

· Ability to move objects weighing approximately 70-150 pounds.
· Ability to provide patient care as an EMT either secondary and/or primary provider.

· Ability to properly work an ambulance gurney.

· Ability to drive and operate an ambulance and/or fire apparatus.

· Ability to see, with or without corrective lenses, well enough to read correspondence and fire department information, focus for extended periods of time and perform general office work.   

· Ability to hear, with or without a hearing aid, and speak well enough to converse on the telephone, in person, and on a two-way radio.  

· Ability to operate computer keyboard for extended periods of time.  

· Strength and flexibility to bend and file for extended periods of time.

· Ability to wear protective gear and clothing, when appropriate.  

ESSENTIAL JOB DUTIES:
The Administrative Assistant shall administrate the business office of the District and as such shall perform the following duties:

· Perform such services for the District as directed from time to time by the Commissioners in the manner and to the extent permitted by the laws of the State of Washington and in accordance with the policies of the District as established by the Board of Commissioners;
· Oversees all the ordering of supplies and equipment for Emergency Medical and supervises all aspects of inventory and rotation;

· Maintain all financial records, assist in the preparation of the annual District budget, annual audit, L&I and Employment Security quarterly on a timely manner;

· Prepare all Commissioner meeting minutes, Resolutions and Ordinances, so they may be signed at the Commissioner Meetings monthly;

· Provide any guidance to Commissioners or Fire Chief on any financial questions or concerns;

· Pay the District bills as they are received and check payment approval lists to make sure that the checks have been sent out in a timely manner with no errors. It is known by the Commissioners the payment process for the District will eventually change by Lewis County and has been approved;
· Prepare bills for the District to appropriate institutions and record payments;

· Make all District deposits and properly record with the Lewis County Treasures Office;

· Work with the Lewis County Auditors and Treasures Office, Washington State Auditor’s Office, Labor and Industries, Employment Security, Washington State Auditor’s Office, Board of Volunteer Firefighters, WFCA, District Insurance Carrier, System Design, DOH and Lewis County Medical Director to assure the District is in compliance with necessary reports and documentation;

· Maintain Expenditure reports, Treasurer’s reports, payroll, payment approvals, ambulance billing, ambulance Collection and Write-Off;

· Responsible for posting Events for personnel, and working with Volunteers to make sure that Events are being covered and making any needed changes when presented;

· Ensures the ambulance is stocked, properly disinfected and in good working order;

· Responsible for working with Volunteers inputting ambulance calls into the Emergency Reporting system and submitting the billing to Systems Design;

· Works with the Medical Officer and Fire Chief to make sure our EMR’s, EMT’s, EMTI’s and CPR Instructors are current with their certifications and training that is required for compliance for all necessary institutions;

· Coordinate and keeps the Volunteer files to ensure annual paperwork, which is required for the District is up to date.  PPE Inspection, HIPPA, Blood-borne Pathogen, First Aid & CPR cards, Driver’s License, BVFF forms, Fit Test, Personal physicals and Drive-time according to EVIP are recorded and in compliance;

· Communicate regularly with the Commissioners concerning EMS billing issues;

· Assist with public information and education activities as directed;
The Board of Commissioners are allowed to add and/or delete duties of the Administrative Assistant job description as the job requires during the calendar year.

JOB DESCRIPTION APPROVAL:

I have reviewed this job description and understand that it reflects the major tasks of my job.  If I have any questions, I understand I can contact my supervisor.   

	____________________________________________
	_________________

	Employee’s Signature 
	Date 


I have reviewed this job description with the employee.     

	________________________________________
	_______________

	Supervisor’s Signature 
	Date 


Distribution:  Original to Personnel File, Copy to Employee, Copy to Commissioners
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