POLICY TITLE: Personnel-Description–Administrative Assistant

Title: Administrative Assistant JOB DESCRIPTION 
Under supervision of the General Manager; acts as secretary to the General Manager; attends to administrative detail on special matters assigned by the General Manager; composes correspondence on own initiative on matters not requiring personal attention of the General Manager; writes reports and letters; acts as Office Manager in the absence of the General Manager. The Administrative Assistant prepares agenda; transcribes and edits minutes; prepares drafts of agenda items requiring action by the Board; gives information to organizations, employees, customers and the general public regarding District matters; prepares correspondence and maintains files on official actions of the Board and the General Manager. The Administrative assistant acts as District Treasurer, being responsible, under the direction of the General Manager, for depositing, withdrawing, and transferring District funds, and preparing a monthly Treasurer’s Report. The Administrative Assistant performs all Accounts Payable, Accounts Receivable, Payroll functions, using a computer accounting program; general accounting functions, support to outside auditor, prepares relevant documentation for the District Auditor, monthly preparation of financial reports including the income statement and balance sheet, and performs other duties as required. This position is an hourly position. 

QUALIFICATIONS PROFILE 
1. Formal Education. He/she must have completed twelve (12) semester hours of professional accounting (one year of additional qualifying experience may be substituted for the education requirement), and the equivalent to completion of high school (grade 12). 

2. General Requirements. He/she must possess four (4) years of increasingly responsible clerical and secretarial experience, and in bookkeeping or reviewing accounting or fiscal records. 

b. He/she shall possess a valid California driver's license and satisfactory driving record insurable at standard rates.
c. He/she should have knowledge of modern office methods, practices and equipment, techniques of business letter and report writing; and accurately type or enter data at a speed necessary for successful job performance. 
d. Working knowledge of Excel, Word and Quick Books. 

3. General Educational Development
 a. Reasoning. He/she should have the ability to: plan, organize, perform and supervise the work of others in the performance of financial record-keeping and general clerical work; express ideas and give instructions effectively; apply rules and regulations to specific cases; analyze data and draw logical conclusions. 

b. Mathematical. He/she should have strong mathematical skills, necessary for financial record keeping. 

c. Language. He/she should have the ability to maintain cooperative relationships with those contacted in the course of work, including customers, vendors and agency officials. 

4. Interests. Prefer working with people in situations involving organization and supervision of varied activities. 

5. Temperament. Prefer situations involving responsible, independent tasks. Able to give and take direction from others. 

6. Physical Demands. Sedentary work. 

7. Working Conditions. Largely inside. Occasional exposure to weather, fumes, odors, dust, and risk of bodily injury. Possible exposure to toxic conditions. 

