
ADMINISTRATIVE ASSISTANT I
004-A


DISCLAIMER

This job description is provided for general informational purposes, may not apply to your city's specific situation and should not be considered a comprehensive description of the job position. It should be used for comparative purposes only. The job description should be tailored to reflect the actual qualifications and job duties relevant for this position in the context of your city. You should consult with a human resources professional and your city attorney before taking any action based on this job description.


CITY OF ALPHARETTA

JOB TITLE: ADMINISTRATIVE ASSISTANT I


ADMINISTRATION


GENERAL STATEMENT OF JOB
The purpose of this position is to perform general administrative and secretarial duties for the Office of the City Clerk and Mayor; maintains City Council minutes, contract document files, City Code books, and other records. Reports to the City Clerk.


SPECIFIC DUTIES AND RESPONSIBILITIES
ESSENTIAL JOB FUNCTIONS
Prepares minutes for City Council public meetings and for other special meetings.

Establishes and maintains original documents files for Administration.

Receives and distributes incoming departmental mail; posts outgoing mail daily.

Performs clerical duties such as typing, filing, photocopying, and faxing; may assist with switchboard duties as needed.

Schedules meetings and appointments for the City Clerk and occasionally for the Mayor.

Answers the Department telephone; screens and directs calls, and records and relays messages accurately.

Assists in the renewal and issuance of alcoholic beverage licenses.

Ensures that the Department maintains adequate office supplies; re-orders as necessary.

Types City Council meeting agendas and organized packet material for all meetings; ensures that Mayor and Council receive all information possible concerning agenda items.

Coordinates maintenance of copy and postage machines, computer and telephone equipment.

ADDITIONAL JOB FUNCTIONS
Provides customer service or assists the City Clerk as required.

Performs other related duties as required.


MINIMUM TRAINING AND QUALIFICATIONS
High School Diploma or GED required with two years experience in general office and secretarial work or related area; or any equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for this position.

FLSA STATUS:  Non-exempt

PAY GRADE:  C


(ADA) MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED

TO PERFORM ESSENTIAL JOB FUNCTIONS
PHYSICAL REQUIREMENTS:  Must be physically able to operate a variety of office equipment, such as a typewriter, computer, printer, facsimile machine, copy machine, telephone, transcriber, etc. Must be able to use body members to work, move or carry objects or materials.  Must be able to exert up to twenty pounds of force occasionally, and/or up to ten pounds frequently.  Physical demand requirements are at levels of those for sedentary work.  Must be able to lift and/or carry weights of twenty to forty pounds.

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

INTERPERSONAL COMMUNICATION:  Requires the ability of speaking and/or signaling people to convey  or exchange information.  Includes giving assignments and/or directions to co-workers or assistants.

LANGUAGE ABILITY:  Requires the ability to read a variety of informational documentation, directions, instructions, and methods and procedures.  Requires the ability to write reports and essays with proper format, punctuation, spelling and grammar, using all parts of speech.  Requires the ability to speak with and before others with poise, voice control, and confidence using correct English and well-modulated voice.

INTELLIGENCE:  Requires the ability to learn and understand basic principles and techniques; to make independent judgments in absence of supervision; to acquire knowledge of topics related to primary occupation.

VERBAL APTITUDE:  Requires the ability to record and deliver information, to explain procedures, to follow verbal and written instructions.

NUMERICAL APTITUDE:  Requires the ability to utilize mathematical formulas; add and subtract totals; multiply and divide; determine percentages; determine time and weight.

FORM/SPATIAL APTITUDE:  Requires the ability to inspect items for proper length, width, and shape, visually with office equipment and recording devices.

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

MANUAL DEXTERITY:  Requires the ability to handle a variety of items, office equipment, control knobs, switches, etc.  Must have the ability to use one hand for twisting or turning motion while coordinating other hand with different activities.  Must have minimal levels of eye/hand/foot coordination.

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

INTERPERSONAL TEMPERAMENT:  Requires the ability to deal with people beyond giving and receiving instructions.  The worker needs to relate to people in situations involving more than giving or receiving instructions such as in interpreting assignments and instructions.  Must be adaptable to performing under moderate stress when confronted with an emergency.

PHYSICAL COMMUNICATION:  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).
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