HELIX WATER DISTRICT

December 21, 2009
ADMINISTRATIVE ASSISTANT I/II

JOB SUMMARY

Administrative Assistant is a non-exempt journey- to advanced-journey clerical class. Under general direction, performs varied, difficult, sensitive and confidential office administrative, secretarial and support functions as a member of a self-directed work team; and performs related duties as assigned.

Administrative Assistant I is the journey-level class and is flexibly staffed with the advanced journey-level Administrative Assistant II class. Typically, proficiency criteria for advancement to the II level are met within 18 to 24 months, depending on an individual’s prior experience.
DUTIES AND RESPONSIBILITIES

Duties include but are not limited to the following:

1. Types and/or drafts a wide variety of board, administrative, financial, purchasing, contract and technical documents and reports, from drafts, notes, dictation or brief oral instructions using word processing software; proofreads and ensures for accuracy, completeness and compliance with District standards, policies and procedures.

2. Researches and assembles information from a variety of sources for the preparation of records and reports; makes arithmetic or statistical calculations; creates and maintains data files in spreadsheet and database formats; generates periodic and regular reports and documents.

3. Assists in maintaining and updating a variety of administrative and technical manuals; distributes manual materials for review and updating; prepares revisions for final review; compiles, copies and distributes updated manuals and manual sections.

4. Coordinates, arranges and confirms meeting, conference and travel arrangements.

5. Answers telephones and receives and responds to requests for information and complaints; refers matters to appropriate staff and/or takes or recommends action to resolve the request or complaint; handles issues that may require sensitivity, discretion and judgment.

6. Receives, verifies, obtains approval and processes invoices for payment; prepares invoices to other agencies and vendors; prepares and processes expense and claims forms.

7. Conducts special studies and recommends procedural or other changes.

8. Organizes and maintains records, files and research materials.

9. Attends to a variety of office administrative details to ensure smooth operations of the assigned department in serving its customers.

10. Works as a member of a self-directed work team; participates in setting priorities and allocating work requirements; researches and evaluates department equipment and budget needs; interviews team member applicants.

11. May act as water treatment plant receptionist.  This includes security check-in of visitors/vendors.
12. May act as back-up for the Customer Service Representative at the Operations Center.

13. May provide administrative assistance and clerical support in Workers' Compensation, safety and security.

14. May provide administrative assistance and clerical support for the Cross-Connection Control Coordinator.

DESIRED MINIMUM QUALIFICATIONS

Knowledge of:
1. Office administrative practices and procedures.

2. Principles and practices of sound business communication; correct English usage, including spelling, grammar and punctuation.

3. District organization, rules, policies and procedures applicable to areas of responsibility.

4. Record keeping and filing practices and procedures.

5. Basic budgeting, accounting and purchasing terminology, practices and procedures.

Ability to:
1. Operate a computer and use standard word processing, presentation, spreadsheet, graphics and database software.

2. Type accurately at a minimum speed of 45 wpm.
3. Organize own work and carry out assignments reliably, independently and with appropriate attention to detail, while managing multiple and changing priorities.

4. Interpret, apply, explain and reach sound decisions in accordance with laws, regulations, rules, policies and procedures.

5. Organize, research and maintain standard and specialized office files.

6. Prepare clear, accurate and concise correspondence, documents, records and reports.

7. Maintain highly sensitive and confidential information.

8. Use a high degree of tact, discretion and diplomacy in dealing with sensitive situations and concerned or upset individuals.

9. Maintain effective working relationships with those encountered in the course of work.

10. Work collaboratively as a member of a self-directed work team.

Training and Experience:

Training and experience substantially equivalent to graduation from high school or G.E.D. equivalent and five years of progressively responsible office administrative or secretarial experience.

PHYSICAL AND MENTAL DEMANDS AND WORK ENVIRONMENT

The physical and mental demands and the work environment characteristics described here are repre-sentative of those required for the performance of job duties.

Physical Demands:

While performing the duties of this class, the employee is regularly required to sit, stand and walk; talk or hear, both in person and by telephone; and use hands repetitively to operate, finger, handle or feel office equipment; and reach with hands and arms. The employee is frequently required to lift up to ten pounds.

Specific vision abilities required by this job include close vision and the ability to adjust focus. 

Mental Demands

While performing the duties of this class, an employee is regularly required to use written and oral communication skills; read and interpret data and information; observe and interpret people and situations; analyze and solve problems; learn and apply new information and skills; perform highly detailed work on multiple, concurrent tasks; meet intensive and rapidly changing deadlines and priorities; and interact with those encountered in the course of work.

Work Environment:

The employee works under typical office conditions, and the noise level is usually quiet. In certain assignments, an employee may be exposed to wet and humid conditions, fumes and airborne particles, toxic or caustic chemicals and risk of electric shock and work occasionally near moving mechanical parts and on slippery and uneven surfaces.

GM Approval:  ____________________
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