TOWN OF CHASE CITY JOB DESCRIPTION
JOB TITLE:  ADMINISTRATIVE ASSISTANT/CLERK OF COUNCIL
ADMINSTRATIVE DEPARTMENT

GENERAL STATEMENT OF JOB
Under general supervision, performs a variety of administrative, clerical and financial work in the Administrative Department.  Employee will also serve as Clerk of Council including taking the minutes at all Town Council meetings.  Work involves assisting customers with concerns and questions and accepting payments on various services and taxes, such as water and sewer services, personal and real estate taxes, etc. and posting payments to proper accounts and verifying daily receipts.  Employee is responsible for typing correspondence, answering incoming calls and handling requests for information.  Employee is also responsible for maintaining a variety of records and files.  Employee must exercise independent judgement in completing assigned tasks.  Employee must also exercise considerable tact and courtesy in frequent contact with utilities customers and the general public and be of good moral character.  Reports to the Town Manager and in his absence the Treasurer.

SPECIFIC DUTIES AND RESPONSIBILITIES 

ESSENTIAL JOB FUNCTIONS:

1. Types materials which requires a variety of complicated formats for preparing correspondence, reports, resolutions/proclamations, minutes, agendas, files, etc.; assumes responsibility for correctness of spelling, punctuation, format and grammar.
2.  Answers telephone and greets customers; receives inquiries and provides information or refers inquiries to appropriate personnel.
3.  Assists customers at counter; receives payments over the counter and through the mail; processes monies in proper accounts and prepares receipts; posts payments to proper ledgers (accounts receivable ledger); balances cash drawer and prepare deposit.
4.  Processes work orders for disconnections, leaks, stoppages, etc.; processes for orders for new water and sewer applicants.
5.  Takes minutes at Town Council meetings and maintains Council Minute Book.  Responsible for ordinance updates as directed by Town Manager.
6.  Prepares and distributes payroll checks and leave statements for Public Works employees.  Prepares end of month, end of quarter and end of year reports.  Prepares W-2’s and reports from employees at end of year.
7.  Coordinates, types and copies council packet; types and copies Town Manager’s Council Agenda items, etc.; ensures packet is delivered to council members, staff and members of press.
8.  Receives and performs various assignments for the Town Manager such as performing simple in-depth research.



ADDITIONAL JOB FUNCTIONS:

1.  Assists Town Manager with a variety of tasks, as needed.
2.  Sorts incoming mail; opens mail and processes payments such as water bills, taxes, rents, etc.
3.  Assists in processing tax and utility bills as needed.  Performs other related work as required.

MINIMUM TRAINING AND EXPERIENCE

1.  Graduation from high school with experience in clerical and customer service work or any equivalent combination of training and experience which provides the required knowledge, skills and abilities.

MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED TO PERFORM ESSENTIAL JOB FUNCTIONS

1.  PHYSICAL REQUIREMENTS:  
a.  Must be physically able to operate a variety of automated office machines including computers, typewriters, calculators, copiers, facsimile machine, postage machine, etc.  Must be able to exert up to 10 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects.
b. Sedentary work involves sitting most of the day, but may involve walking or standing for periods of time.

2.  DATA CONCEPTION:  
	a. Requires the ability to compare and/or judge the readily observable, functional, structural or compositional characteristics (whether similar to or divergent from obvious standards) or data, people or things.

3.  INTERPERSONAL COMMUNICATIONS:
	a. Requires the ability of speaking and/or signaling people to convey or exchange information.  Includes receiving assignments and/or directions from supervisors.

4.  LANGUAGE ABILITY: 
	a. Requires the ability to read a variety of reports, contracts, records, minutes and forms. 
	b. Requires the ability to prepare reports and correspondence using prescribed formats and conforming to all rules of punctuation, grammar, diction and style.  
	c. Requires the ability to speak to people with poise, voice control and confidence.

5.  INTELLIGENCE:
	a. Requires the ability to learn and understand relatively complex principles and techniques; to make independent judgements in absence of supervision; to acquire knowledge of topics related to primary occupation.

6. VERBAL APTITUDE:
	a. Requires the ability to record and deliver information, to explain procedures, to follow oral and written instructions.  Must be able to communicate effectively and efficiently in Standard English and accounting terminology.

7.  NUMERICAL APPTITUDE:
	a. Requires the ability to utilize mathematical formulas, to add and subtract; multiply and divide; utilize decimals and percentage; apply and utilize the theories of algebra and geometry.

8. FORM/SPATIAL APTITUDE:  
	a. Requires the ability to inspect items for proper length, width and shape.

9.  MOTOR COORDINATION:
	a. Requires the ability to coordinate hands and eyes rapidly and accurately in using automated office equipment.

10.  MANUAL DEXTERITY:
	a. Requires the ability to handle a variety of items, office equipment, control knobs, switches, etc.  Must have minimal levels of hand/eye/foot coordination.

11.  COLOR DISCRIMINATION:
	a. Requires the ability to differentiate between colors and shades of color.

12.  INTERPERSONAL TEMPERAMENT:
	a. Requires the ability to deal with people beyond giving and receiving instructions. Must be adaptable to performing under stress when confronted with persons acting under stress.

13.  PHYSICAL COMMUNICATION:
	a. Requires the ability to talk and/or hear (talking – expressing or exchanging ideas by means of spoken words; hearing – perceiving nature of sounds by ear)

PERFORMANCE INDICATORS

1.  KNOWLEDGE OF JOB:  Has considerable knowledge of programs and procedures of the Treasurer’s Office.  Has considerable knowledge of modern office practices, procedures, equipment and clerical and accounting techniques.  Skilled in the operation of a variety of office machines, including word processing, spreadsheets and file maintenance programs.  Able to make decisions relating to assigned operations in conformance with applicable laws and policies.  Able to perform mathematical computations with speed and accuracy.  Able to exercise tact, courtesy and firmness in frequent contact with customers and the general public.  Able to establish and maintain effective working relationships as necessitated by work assignments.  

2.  QUALITY OF WORK:  Maintains high standards of accuracy in exercising duties and responsibilities.  Exercise immediate remedial action to correct any quality deficiencies that occur in areas of responsibility.  Maintains high quality of communication and interacts with all co-workers and the general public.
3.  QUANTITY OF WORK:  Maintains effective and efficient output of all duties and responsibilities. 

4.  DEPENDABILITY: 	Assumes responsibility for doing assigned work and for meeting deadlines.  Completes assigned work on or before deadlines in accordance with directives, Town policy, standards and prescribed procedures.  Accepts accountability for meeting assigned responsibilities in the technical, human and conceptual areas.

5.  ATTENDANCE:  Attends work regularly and adheres to Town policies and procedures regarding absences and tardiness.  Provides adequate notice to higher management with respect to time-off requests and vacation time.

6.  INITIATIVE AND ENTHUSIASM: Maintains an enthusiastic, self-reliant and self-starting approach to meet job responsibilities and accountabilities.  Strives to anticipate work to be done and initiates proper and acceptable direction for the completion of work with a minimum of supervision and instruction.

7.  JUDGEMENT:  Exercise analytical judgement in areas of responsibility.  Identifies problems or situations as they occur and specifies decision objectives.  Identifies or assists in identifying alternative solutions to problems or situations.  Implements decisions in accordance with prescribed and effective policies and procedures and with a minimum of errors.  Seeks expert or experienced advice and researches problems, situations and alternatives before exercising judgement.

8.  COOPERATION:  Accepts supervisory instruction and direction and strives to meet the goals and objectives of same.  Questions such instruction and direction when clarifications of results or consequences are justified, i.e., poor communications, variance with Town Policy or procedures, etc.

9.  RELATIONSHIPS WITH OTHERS: Shares knowledge with supervisor for mutual and Town Benefit.  Contributes to maintaining high morale among all Town Employees.  Develops and maintains cooperative and courteous relationships with department employees, staffers and managers in other departments to project a good Town image.  Tactfully and effectively handles requests, suggestions, and complaints from other departments and persons in order to maintain goodwill with Town.  Emphasizes the importance of maintaining a positive image within the Town.  Interacts effectively with fellow employees, customers, Treasurer, professionals and the general public.

10.  COORDINATION OF WORK:  Plans and organizes daily work routines.  Establishes priorities for the completion of work in accordance with sound time-management methodology.  Avoids duplication of effort.  Estimates expected time of completion of elements of work and establishes a personal schedule accordingly.  Attends meetings, planning sessions and discussions on time.  Implements work activity in accordance with priorities and estimated schedules.  Maintains a calendar for meetings and deadlines.

11.  SAFETY AND HOUSEKEEPING:  Adheres to all safety and housekeeping standards established by the Town and various regulatory agencies.  Sees that the standards are not violated.  Maintains a clean and orderly work space.
