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JOB SUMMARY

This position provides administrative support for assigned county functions.

MAJOR DUTIES

· Prepares, posts, verifies, and records customer and department payments and transactions related to accounts receivable for all county departments; disburses funds.

· Greets visitors and answers telephone; provides information and assistance; takes messages and refers to appropriate personnel; schedules appointments.

· Organizes and maintains files and databases.

· Transports files and records to and from departments; transports daily deposits to the bank; takes mail to and from the post office; delivers records to the courthouse.

· Receives deliverables; sorts and distributes incoming mail.

· Maintains and orders office supplies for multiple departments.

· Creates invoices in accordance with department practices; submits invoices to department heads and supervisors for purchase orders.

· Receives job applications and submits to department heads for interviews; maintains and distributes all new hire paperwork.

· Maintains and posts all advertisements, RFPs, FFQs, and notices to media outlets.

· Coordinates and maintains all information related to the issuing of county credit cards, gas cards, and county vehicles.

· Submits building maintenance orders to maintenance personnel.

· Gathers and distributes all new-hire insurance information.

· Performs related duties.

KNOWLEDGE REQUIRED BY THE POSITION

· Knowledge of modern office policies and procedures.

· Knowledge of customer service principles and practices.

· Knowledge of basic accounting principles.

· Skill in the use of computers and job-related software programs.
· Skill in the operation of modern office equipment.
· Skill in the provision of customer services.
· Skill in oral and written communication.
SUPERVISORY CONTROLS

The County Manager assigns work in terms of general instructions. The supervisor spot-checks completed work for compliance with procedures, accuracy, and the nature and propriety of the final results.

GUIDELINES

Guidelines include county and department policies and procedures. These guidelines are generally clear and specific but may require some interpretation in application.

COMPLEXITY/SCOPE OF WORK

1. The work consists of related administrative duties.  Frequent interruptions contribute to the complexity of the position.

1. The purpose of this position is to provide administrative support for assigned county operations. Successful performance contributes to the efficiency and effectiveness of those operations.

CONTACTS
	
1. Contacts are typically with co-workers, other county employees, elected and appointed officials, business representatives, and members of the general public.

1. Contacts are typically to give or exchange information, resolve problems, and provide services.

PHYSICAL DEMANDS/ WORK ENVIRONMENT

1. The work is typically performed while intermittently sitting, standing, or stooping. The employee occasionally lifts light objects.

1. The work is typically performed in an office. 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY

None.

MINIMUM QUALIFICATIONS

1. Knowledge and level of competency commonly associated with completion of specialized training in the field of work, in addition to basic skills typically associated with a high school education.

1. [bookmark: _Hlk488661178]Sufficient experience to understand the basic principles relevant to the major duties of the position, usually associated with the completion of an apprenticeship/internship or having had a similar position for one to two years.

1. Possession of or ability to readily obtain a valid driver’s license issued by the State of Georgia for the type of vehicle or equipment operated.
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