2019

Vernon County Position Description

Position Title:

Administrative Assistant

Reports to:

Solid Waste Administrator

Department:

Solid Waste/ Recycling

I.

FLSA Status:

Non-Exempt

Pay Grade:

6

Position Summary
This position description has been prepared to assist in evaluating duties, responsibility and
skills of the position. It is not intended as a complete list of specific responsibilities and
duties, nor is it intended to limit duties to those listed.
Part Time responsible clerical position requiring communication and organizational skills to
complete computer, receptionist, bookkeeping, and program assistance duties related to
the overall department. Employee works under guidance and general direction of the Solid
Waste Administrator.

II.

Essential Duties and Responsibilities













Has excellent customer service skills to act as office receptionist and assisting customers,
vendors, and visitors arriving at the Department office.
Handles confidential matters and information.
Operates varied office machines, arranges for maintenance of this equipment as needed
and may order office supplies.
Performs routine and sometimes complex secretarial duties including taking and transcribing
dictation, composing letters, answering phones, taking messages, maintaining files.
Assists with researching potential Grant sources and preparing grant applications.
Maintains the department Facebook page and webpage, maintaining up-to-date information
on both Medias.
Records and posts to accounts payments from customers, grantors, and other sources.
Handles issues concerning vendors, including billing errors, services charges, damaged or
incorrect merchandise, and returns and shipping problems.
Purchases office supplies, field equipment, tools, electronics, and office furniture needed for
the department.
Initiates and receives calls and correspondence from attorneys, state, local and federal
offices, the general public, and businesses on: accounts, on-going, projects, grants, and
current Solid Waste Department programs/ services.
Answers questions of the public and directs to the appropriate personnel.
Receives, sorts, and distributes mail, deliveries, and messages to the appropriate personnel.
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III.

Assists Administrator in preparing deposits, accounts payables, monthly reports, trial
balances, and other bookkeeping functions.
Develops, designs, edits, and distributes Department newsletter and other educational
materials.
Assists Administrator in coordinating and organizing special events and department
participation in the Vernon County Fair.
Assists customers, vendors, and visitors arriving at the Department office.

Related Job Functions










IV.

Provides backup for staff when they are out of the office.
Establishes and maintains effective working relationship with co-workers and others.
Responsible for working safely and following safety practices and standards of the facility;
responsible for reporting and/or correcting any existing or potential safety or accident
hazard
Familiar with federal, state and local agencies and their programs/coordination with county
programs.
Responds to requests from other Counties, States, and Federal agencies for
information/comparisons as directed.
Perform reception tasks including receiving visitors and telephone calls, relaying messages.
Provides information regarding routine questions on Solid Waste/Recycling issues.
Attends meetings and training sessions as directed.
Performs related work as required or directed.
Physical Demands
50%- Sits at desk, uses 75%-hearing, near vision and fingering for typing, word processing,
computer, copiers, calculators or other office machines. 75%-Talks to clients, callers,
department, staff. 10%- Sits, walks, stands, bends, reaches, and moves about the office
intermittently throughout the day. 50% -Handles telephones, papers and manuals, etc.
Some time is spent standing and reaching in order to perform filing or other duties and
lifting files, copy paper and other office materials. May drive vehicle to perform errands.
Involves minimal potential and/or direct exposure to blood or body fluids.

V.





Education and Training Requirements
Graduation from an accredited high school, or GED, preferably supplemented by one year of
office experience and advanced technical training or any acceptable combination of
education, training and experience which provides the necessary knowledge, skills and
abilities. Experience working with various socio-economic levels of public.
Proficiency with Microsoft Office including Publisher.
Experience in operating office equipment and phone/switchboard equipment
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