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Nature of Work
	
	Work performed under this title includes a variety of sensitive and confidential office administrative support functions for the Office of the City Manager; and related duties as assigned.  This position also serves as the Title VI, OSHA and property insurance Coordinator for the City.
	The Administrative Assistant to the City Manager serves as the first point of public contact for the City Manager’s office.  Duties include: receiving and welcoming visitors; managing incoming calls; organizing, updating and maintaining office records, files and documentation; and assisting with preparation of a variety of reports, documents and materials.  Work is performed in a highly sensitive, demanding and rapidly changing environment and requires a high degree of confidentiality and excellent customer service skills.

Essential Duties & Responsibilities

	The duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to this title.

	Receives and screens all visitors and telephone calls to the City Manager’s Office, providing information and handling issues that may require sensitivity and sound independent judgment; responds to requests for information and refers certain requests and complaints to appropriate staff for resolution.
	Using word processing software, composes and/or types memoranda, correspondence, reports, presentations, forms and other documents often of a highly sensitive and confidential nature; proofreads and checks typed and other materials for accuracy, completeness and compliance with City standards, policies and procedures; ensures materials, reports and documents for signature are accurate and complete.
	Obtains documents, compiles data and copies material for Commission agenda items; takes notes and compiles the minutes for various Boards; and is required to attend two to four evening meetings per month.
	Assists as assigned in maintaining calendars for the City Manager; schedules and confirms meetings and appointments; screens requests for appointments; makes and confirms travel arrangements for Office staff members as assigned; makes arrangements for meetings and conferences.
	Organizes and maintains general and specialized Office files and logs

Desirable Knowledge & Abilities

Knowledge of:
· Principles and practices of effective customer service and customer-oriented telephone etiquette.
· Office administrative practices and procedures, including file and document management procedures and practices.
· Correct English usage, including spelling, grammar and punctuation.
· City organization and basic information regarding ordinances, rules, policies, procedures and operating practices.
· Advanced uses of word processing, spreadsheet, presentation and other software.
· City administrative policies and procedures applicable to areas of assigned responsibility, including maintenance of public records.

Ability to:
· Organize, set priorities and exercise sound independent judgment within areas of responsibility.
· Interpret, apply, explain and reach sound decisions in accordance with regulations, policies and procedures.
· Organize, research and maintain complete and extensive office files.
· Operate a computer, using word processing, spreadsheet and presentation software and other standard office equipment
· Navigate the internet for research, website location and social media purposes.
· Type accurately at a speed necessary to meet the requirements of the position.
· Compose routine correspondence, prepare documents and make arrangements	from brief instruction.
· Communicate clearly and effectively, both orally and in writing.
· Understand and follow written and oral instructions.
· Prepare clear, accurate and concise records and reports.
· Maintain strict confidentiality of privileged information.
· Use a high degree of tact, diplomacy and discretion in dealing with sensitive and confidential situations and concerned internal and external parties.
· Establish and maintain highly effective working relationships with the City Commission members, other elected and appointed officials, committee members, department directors, staff, residents, the media and others encountered in the course of work.

Qualifications Desired

	Graduation from high school, and five years of increasingly responsible office administrative or secretarial experience; or an equivalent combination of training and experience.  An Associate’s degree from an accredited college or university is highly desirable.

	
