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	Employee Job Description


	CLASSIFICATION TITLE:
	ADMINISTRATIVE ASSISTANT

	DEPARTMENT:
	TRANSIT ORIENTED DEVELOPMENT

	PAY GRADE:
	16

	PAY RANGE:
	[bookmark: _GoBack]$41,830.65 TO $54,825.79

	EXEMPTION STATUS:
	NON- EXEMPT

	REPORTS TO:
	TOD MARKETING DIRECTOR

	

	GENERAL DESCRIPTION:

	
This advanced, diversified, confidential and moderately complex administrative position supports the TOD Marketing Director. Duties require independent judgment through the application of problem solving, decision making, dependability and initiative and the ability to process and resolve various issues. Duties must be performed at a high level of competence and require discretion and judgment with respect to matters of significance. 

	

	EXAMPLES OF WORK PERFORMED:

The following duties are normal for this position. The omission of specific statements of the duties does not exclude them from the classification if the work is similar, related, or a logical assignment for this classification. Other duties may be required and assigned.

· Prepares moderately complex reports, memos, letters, and other documents, using word processing, spreadsheet, database, or presentation software with appropriate use of composition and grammar.
· Researches, reviews, compiles, analyzes and maintains specialized data as requested.
· Receives and screens visitors and/or telephone calls that require the use of judgment, tact, and diplomacy.
· Schedules appointments and arranges meetings.
· Handles inquiries, complaints, and requests; tracks issues and resolutions and provides assistance regarding specific matters within area of expertise in resolving moderately complex inquiries and complaints.
· Completes assignments in a timely manner demonstrating strong organizational skills.  
· Ability to represent the City with external organizations, individuals and the public with effective communication and customer service. 
· Performs other related duties and functions as assigned.

	

	MINIMUM QUALIFICATION REQUIREMENTS: 

Associate’s degree from an accredited college or university; or two to three years administrative and staff support experience and/or training; or equivalent combination of education and experience. Must be proficient in Microsoft Office.

	


	

	SKILLS, KNOWLEDGE & ABILITIES:

Communication Skills: Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations. Ability to write reports, business correspondence, and procedure manuals. Ability to effectively present information and respond to questions from groups of managers, customers, and the general public.

Reasoning Ability: Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. In decision making, some choices are known while others may need to be identified. Some reliance on precedent. Ability to interpret a variety of complex instructions furnished in written, oral, diagram, or schedule form.

	

	CERTIFICATES, LICENSES, REGISTRATIONS:

Professional Certifications may be required for this position in support of related functional areas of responsibility.

	

	ADA REQUIREMENTS:

Physical Ability: Work involves sedentary to light work in an office setting. There is frequent need to sit, stand, walk, drive and to occasionally lift moderately heavy objects (up to 25 pounds), and to work extended hours, including nights and weekends, as well as meetings requiring overnight travel.

Environmental Factors: Essential functions are regularly performed without exposure to adverse environmental conditions. 
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