
ADMINISTRATIVE ASSISTANT II
003-IB


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 II

         COMMUNITY DEVELOPMENT - INSPECTIONS

GENERAL STATEMENT OF JOB

The purpose of this position is to assist various department members with administrative responsibilities as well as providing front desk back-up support for the Building Division.  Work includes preparing correspondence, filing permit documents, assisting customers, updating business information, reviewing reports, preparing meeting minutes and organizing files.  

SPECIFIC DUTIES AND RESPONSIBILITES

ESSENTIAL JOB FUNCTIONS

Composes, proofreads, and types correspondence, memoranda, reports, and presentations.

Assists with preparations for Code Enforcement Board meetings including agendas, packets, phone calls and minutes of meeting.

Assists Code Enforcement Officers with duties, such as preparing correspondence, developing form letters, organizing and maintaining files and preparing reports.

Assists Business License Inspector with duties such as research, reports and comparison of business lists to determine where licenses may be warranted.

Serves as the primary back-up for front desk duties in the Building Division.  Answers phones, assists customers, accepts fees and issues receipts.

Review annual recycling reports and prepare evaluations.

Perform random audits of businesses for recycling compliance.

Make phone calls and develop contact list for existing business.

Make phone calls and develop contact list for homeowners associations.

Prepare minutes of the Development Authority meetings.

Update data in The Little Green Book.

Assist with meeting logistics.

ADDITIONAL JOB FUNCTIONS

Handles special projects for director as assigned.

Performs other related duties as required.

MINIMUM TRAINING AND QUALIFICATIONS

High school diploma or GED required with a minimum of five years of administrative secretarial experience required; 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:  D

 (ADA) MINIMUM QUALIFICATIONS OR STANDARDS REQUIRED 
TO PERFORM ESSENTIAL JOB FUNCTIONS

physical requirements:  Must be physically able to operate a variety of automated office machines, which includes computer, printer, facsimile machine, copy machine, telephone, 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 zoning and building code 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 relatively complex 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, and to follow verbal and written instruction.

numerical aptitude:  Requires the ability to utilize mathematical formulas; add and subtract totals; 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; to operate motor vehicles.

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 temperment:  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.  Must be adaptable to performing under minimal 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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