ADMINISTRATIVE ASSISTANT
CITY OF EASLEY, SOUTH CAROLINA 
CLASSIFICATION DESCRIPTION
2023

CLASS TITLE: ADMINISTRATIVE ASSISTANT 
CLASS GRADE: 3


GENERAL DESCRIPTION OF CLASSIFICATION

The purpose of this classification is to perform routine-to-moderately complex administrative and clerical work in support of efficient and effective operations for an assigned department. This classification works within a general outline of work to be performed and develops work methods and sequences under general supervision.

ESSENTIAL TASKS
The tasks listed below represent the majority of the time spent working in this class. Management may assign additional tasks related to the type of work of the class, as necessary.

Serves as the receptionist or first point to contact for the public: answers telephone calls and greets visitors; ascertains nature of business, directs callers/visitors to appropriate personnel, and records/relays messages; and initiates and returns calls as necessary.

Performs customer service functions: provides information/assistance regarding department services, activities, procedures, fees, or other issues; distributes forms/documentation as requested; responds to routine questions or complaints; researches problems/complaints and initiates problem resolution.

Provides clerical/administrative support to management and/or staff of assigned department: relieves management staff of routine administrative tasks; screens telephone calls, email, mail, and other communications and initiates appropriate action/response; records dictation; types, composes, types, edits, or proofreads confidential and sensitive correspondence on behalf of management staff; keeps management informed of significant matters, messages, documentation, or other information.

Types, prepares, proofreads, completes, mails, and/or transmits various forms, reports, correspondence, newspaper advertisements, memos, lists, logs, notices, schedules, calendars, attendance records, check requests, purchase orders, requisitions, budget documents, contracts, agreements, statistical reports, incident/accident reports, inspection and permit records, training and certification records, work order requests, agendas, minutes, motions, ordinances, resolutions, inventory records, charts, graphs, spreadsheets, or other documents.

Processes a variety of documentation associated with department operations within designated timeframes and per established procedures: receives, reviews, records, prepares, and/or distributes documentation; enters/retrieves data into/from computer systems; logs, tracks, or maintains records regarding department activities; compiles data for further processing or for use in preparation of department reports; and copies, files, maintains, and stores hardcopy and electronic records.

Participates in budget and financial management: assists with annual budget preparation; receives, receipts, and records various fees and payments; prepares and submits deposits; maintains and balances accounts; and prepares related reports.

Processes accounts payable: contacts vendors to obtain prices; places orders; resolves invoice/ product discrepancies; and maintains vendor records.

Coordinates department payroll functions: maintains personnel records; and summarizes and prepares weekly payroll report.

Researches, compiles, and/or monitors administrative or statistical data pertaining to department operations: summarizes data, performs routine data analysis, and prepares reports; conducts research of department files, legal records, database records, electronic data sources, Internet sites, hardcopy materials, or other sources as needed.

Performs other clerical/administrative work, including but not limited to the following: scheduling meetings and events; maintaining calendars; sending and receiving faxes; processing applications; assembling materials; running errands; processing daily mail; maintaining lists and logs; etc.

Attends training, meetings, seminars and/or workshops to enhance job knowledge and skills.

MINIMUM QUALIFICATIONS: High school diploma or GED required; supplemented by two (2) years of administrative, clerical, and customer service experience; or any equivalent combination of education, training, and experience which provides the requisite knowledge, skills, and abilities for this job.
SPECIAL LICENSES OR CERTIFICATIONS REQUIRED: Must possess and maintain a valid South Carolina driver’s license. Depending on area of assignment, may be required to obtain and maintain additional licenses and certifications.

INVOLVEMENT WITH DATA, PEOPLE, AND THINGS:
DATA INVOLVEMENT: Requires gathering, organizing, analyzing, examining, or evaluating data or information and may prescribe action based on such data or information.
PEOPLE INVOLVEMENT: Requires giving information, guidance, or assistance to people to directly facilitate task accomplishment; may give directions or assignments to helpers or assistants.
INVOLVEMENT WITH THINGS: Requires handling or using machines, tools or equipment requiring brief instruction or experience, such as computers for data entry, fax machines, copiers, telephones, or similar equipment; may service office machines, including adding paper and changing toner.
COGNITIVE REQUIREMENTS:
REASONING REQUIREMENTS: Requires performing semi-skilled work involving set procedures and rules but with frequent problems.
MATHEMATICAL REQUIREMENTS: Requires using basic algebra involving variables and formulas and/or basic geometry involving plane and solid figures, circumferences, areas, and volumes, and/or computing discounts and interest rates.
LANGUAGE REQUIREMENTS: Requires reading journals, manuals, and professional publications; speaking informally to groups of co-workers, staff in other organizational agencies, the public, people in other organizations; presenting training; composing original reports, training and other written materials using proper language, punctuation, grammar, and style.
MENTAL REQUIREMENTS: Requires doing clerical, manual or technical tasks prescribed by standard practices, but which may require computation, the use of several procedures, and the use of independent judgments with obvious choices; requires normal attention for accurate results.
AMERICANS WITH DISABILITIES ACT REQUIREMENTS:
PHYSICAL AND DEXTERITY REQUIREMENTS: Requires sedentary work that involves walking or standing some of the time and involves exerting up to 10 pounds of force on a recurring basis or routine keyboard operations. Must be able to perform basic life functions of fingering, grasping and repetitive motion.
ENVIRONMENTAL HAZARDS: The job risks exposure to no known environmental hazards.
SENSORY REQUIREMENTS: The job requires normal visual acuity and field of vision, hearing and speaking abilities.
JUDGMENTS AND DECISIONS: Responsible for guiding others, requiring frequent decisions affecting co-workers and others who depend on the service or product; works in a somewhat fluid environment with rules and procedures but with many variations from the routine.


The City of Easley is an Equal Opportunity Employer. The Americans with Disabilities Act requires the City to provide reasonable accommodations to qualified individuals with disabilities. Prospective and current employees are invited to discuss accommodations.
