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Dedicated to Providing Top Quality, Cost Effective, and
Environmentally Safe Water and Wastewater Services to Our Customers




Job Description:  Administrative Assistant 
Pay Class: A9










FLSA Status: non-exempt

      









Revision Date: April, 2015
POSITION SUMMARY:  Performs administrative and office support activities for the department director(s) and supervision.   Additional responsibilities include and are not limited to answering incoming telephone calls, receiving and directing visitors, word processing, creating spreadsheets, data entry, and maintaining departmental files. All responsibilities to be followed through in accordance with applicable YCUA policies and procedures.

Essential Functions:
-  Provide primary telephone coverage, to include the transfer of all incoming customer and internal      telephone calls to appropriate personnel and taking detailed messages as needed.  

-  Prepare purchase order requests and requests for service.

-  Assemble invoices and financial data to maintain budget and payment records.

-  Greets, assists, and directs visitors.
-  Compose, type, and edit correspondence, reports, memoranda, and other material.  

-  File and maintain files.  Reproduce records and reports in files.  

-  Makes photocopies, faxes and emails documents and correspondence.
-  Prepare outgoing mail; sort and distribute incoming mail.

-  Perform other related duties as required and assigned.

Knowledge, Skills and Abilities:

- H.S. Diploma or GED required.

- Valid Michigan Driver’s License required.

-  Pass office proficiency entry test, including keyboarding @ 40 wpm.  
- Experience in an administrative support role or equivalent related certification preferred.

- Knowledge of industry administrative office procedures and practices. 
- Ability to follow directives faithfully and work without close supervision.

- Skill in organizing and ability to self-start in discharging responsibilities.

- Ability to clearly communicate with fellow employees and the public in a tactful and courteous manner.

- Working knowledge of computers with specific ability to operate Microsoft Office software.

Physical Demands:
Physical Demands




Lift/Carry
· Stand- 


Occasionally

- Less than 10 lbs-
Occasionally 

· Walk-  


Occasionally

- 10 - 29 lbs- 

Occasionally

· Sit-


Frequently

- 30 - 59 lbs-

Rarely

· Handling / Fingering- 
Constantly

- 60 - 100 lbs-

Not Applicable

· Reach-


Occasionally

Push/Pull
· Climb-


Rarely


- Less than 10 lbs-
Occasionally

· Crawl-


Not Applicable

- 10 - 29 lbs- 

Occasionally 

· Squat or Kneel-

Occasionally

- 30 - 59 lbs-

Occasionally

· Bend-


Occasionally

- 60 - 100 lbs-

Not Applicable
Reports to:  Administrative Manager and Department Supervision
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