CLASS TITLE			ADMINISTRATIVE ASSISTANT





Special Note:	This class of Administrative Assistant is common to several Town positions where the duties are of similar complexity and responsibility, but where actual work tasks vary among functions being performed.  Duties are descriptive and not restrictive, and not all duties are performed by all members of the class.





EXAMPLES OF DUTIES





1.	Performs highly responsible administrative and clerical responsibilities by assisting a department head in the administrative services of a department, and by relaying administrative orders and other information to employees.





2.	Acts as confidential secretary to department head, maintaining confidential files and records, as required.





3.	Provides assistance to a department head in developing departmental procedures to be observed and followed.





4.	Plans and supervises the administration of the immediate office, including maintenance of personnel records, fiscal records and accounts, such as:  preparation of purchase orders, of budget requests and processing of payrolls.





5.	Prepares periodic and special fiscal and/or statistical reports.








6.	May conduct interviews and make recommendations on the hiring of applicants for clerical and lower level program positions.





7.	May be designated to act as liaison with other Town departments, boards and agencies.





8.	May assist in public relations work pertinent to departmental programs and functions, such as preparation of releases and newsletters.





9.	Where there are three (3) or more subordinate employees, may supervise them, assigning clerical tasks, evaluating their performance, and training them in departmental operations and responsibilities.





10.	Responds to inquiries from the public, relating to specific laws and regulations and adopted procedures pertinent to the department.





11.	May perform departmental billing and revenue collections.





12.	Performs other related duties of the class, as required.





FACTORS





A.	KNOWLEDGE, SKILLS AND ABILITIES





1.	Extensive knowledge of office management principles, practices and procedures to ensure a smooth flow of clerical services.





2.	Considerable knowledge of accounts maintenance principles and practices.





3.	Considerable knowledge of department terminology, grammar, punctuation and spelling.





4.	Considerable knowledge of the laws and regulations applicable to departmental operations, to see to it that records are properly maintained and that reporting requirements are met.





5.	Ability to perform stenographic responsibilities.





6.	Ability to communicate effectively with others, both orally and in writing.





7.	Ability to maintain confidential information.





8.	Ability to operate a number of office machines, including typewriter, computer terminal word processor, calculator and others.





9.	Ability to handle a significant amount of details with accuracy and completeness.





10.	Ability to organize work, and to perform responsibilities of the job with minimal supervision.





11.	Ability to exercise initiative in the planning and scheduling of work.





12.	Ability to supervise subordinate employees, making work assignments, training them and evaluating their performance.





B.	EXPERIENCE





	Incumbent should come to this position after having had three to five years of actual work experience in which he/she must have performed responsible accounts maintenance work, stenographic and office management tasks.  Prior work with computers is also desirable but not essential.








C.	SUPERVISORY CONTROLS





	Incumbent receives broad guidance and direction from a department head.  Plans and organizes work with a high degree of independence, aware of existing policies, priorities and general plans for the department.  Participates in making recommendations and developing ideas for improved administrative services.  Understands and is able to interpret laws and regulations pertinent to the department.





D.	COMPLEXITY OF WORK





	Work at this level is extremely complex and varied.  Incumbent is normally called upon to perform a significant number of work tasks, each varying from the other in terms of overall department responsibilities.  Incumbent is responsible for setting up office management procedures in unison with department head, and of implementing them.





E.	PERSONAL CONTACTS





	Most personal contacts are with supervisor for the purpose of receiving information, and for exchanging information and views on the department operations.  Other contacts are likely to be with high level town officials for the purpose of giving information, and with high level professional and technical personnel within the department.





F.	PHYSICAL/STRESS DEMANDS AND WORK ENVIRONMENT


&


G.	Most work tasks are performed without the need of physical exertion, except for the occasional lifting, moving and placing heavy objects (i.e. 25 pounds or so).  Stress is present in attending to a wide variety of details, in meeting deadlines, placating irate members of the public, and generally dealing with people, including co-workers, who are under stress or who may be demanding.  The work environment is pleasant, but building inadequacies have to be contended with.





H.	SUPERVISION/MANAGEMENT EXERCISED





	While actual supervision is varied, according to particular positions of the class, incumbent is recognized as a supervisor due to the nature of general responsibilities inherent in the class.  Normally, the number of employees supervised is small, and most work can be anticipated.  Incumbent must be prepared to provide work direction to lower level employees, training them and evaluating their performance.





	











SUGGESTED TRAINING AND EXPERIENCE





	A candidate for this class of positions must be a high school graduate and should have completed two years of either college level or business school education in secretarial/office management services, and should have completed progressively responsible clerical work in an office over a three to five year period of time.  Candidate should be in general good health and be able to demonstrate possession of the required knowledge, skills and abilities to perform the work.		
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