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Administrative Assistant (Part-time)

	Department:
	Community Development	
	Reports To:
	Community Development Deputy Director
	Division:
	Land Use	
	FLSA Status:
	Non-Exempt
	Pay Grade/Range:
	Click here to enter text.	
	Revision Date:	
	9/11/2012


GENERAL STATEMENT OF JOB

Under the direction of the Deputy Director of Planning and Development or other professional planning staff as assigned, the part-time Administrative Assistant represents the current Planning Division of the Planning and Development Department with a commitment to reflect excellence and professionalism in contact with other departments, City Council, Boards and Commissions, news media and citizens; arranges meetings and appointments; prepares correspondence of a highly technical and/or confidential nature; responds to certain correspondence as requested.  Serves as liaison for the Deputy Director of Planning and Development by communicating  information, requests and direction to others as requested; serves as the primary support to prepare, distribute, coordinate, set-up, attend and record Planning and Zoning Commission and Board of Adjustment meetings; provides customer service; acts upon priorities; schedules and coordinates logistical arrangements for city events as needed; organizes and coordinates work flow; establishes priorities and deadlines; reviews work for accuracy, timeliness and conformance with procedures and processes.

Strengths are the unique combination of talents, knowledge, and skills that every person possesses. People use these innate traits and abilities in their daily lives to complete their work, to relate with others, and to achieve their goals. But most people don’t know what their strengths are or have the opportunity to use them to their advantage. At the City of Centennial you will have an opportunity to find out what your strengths are, using StrengthsFinder, and work in a culture of engagement, measured by the Gallup Q12©,  and do what you do best every day.

ESSENTIAL DUTIES
The following statements are illustrative of the essential duties of the job and do not include other nonessential or peripheral duties that may be required. The City of Centennial retains the right to modify or change the essential and additional functions of the job at any time.  

Provides administrative and clerical support to the Deputy Director of Planning and Development in a politically sensitive environment.
Attends twice monthly Planning and Zoning Commission meetings on the second and fourth Wednesdays of every month, or other special dates, starting at 7:00 PM; attend once monthly Board of Adjustment meetings on the third Thursday of every month starting at 1:00 PM.
Creates and maintains annual meeting schedule for Planning and Zoning Commission and Board of Adjustment, including packet, staff report and public notice due dates; and maintain attendance record of members of both bodies.
Prepares agendas, distributes packets and sets-up meeting room for Planning and Zoning Commission and Board of Adjustment; take, tape, transcribe and distribute meeting minutes.
Works in cooperation with other administrative staff to cover telephones and front reception responsibilities as requested.
Provides friendly and courteous service to customers by way of counter, telephone, letter, and e-mail.
Schedules and organizes meetings, conferences and additional activities.
Produces and distributes agendas for various groups and meetings, typing a summary or minutes as directed.
Establishes, develops and maintains filing systems, retrieving and updating information as needed.  
Organizes and prioritizes large volumes of information and calls.
Opens mail and drafts written responses, replying by letter, telephone or e-mail, when necessary or as directed.  
Responds to regularly occurring requests for information.
Acts as a liaison with other departments and outside agencies, including high-level staff such as City Manager, City Attorney and other internal or external staff and contracted personnel. 
Handles confidential and non-routine information and explains policies when necessary.   
Types and designs general correspondence, memos, presentations, charts, tables, graphs, business plans, and so forth, as directed.
Proofreads copy for spelling, grammar, and layout, making appropriate changes.  Responsible for accuracy and clarity of final copy.
Works independently and within a team on nonrecurring and ongoing projects.  
Organizes and plans events occurring within the City offices, as requested.
Performs simple copying, distribution and mailing of sensitive documents.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment connected to the position.

KNOWLEDGE, SKILLS AND ABILITIES

Knowledge
Knowledge of a variety of computer software applications in word processing, spreadsheets, database and presentation software (MSWord, Excel, Access, Outlook and PowerPoint).
Knowledge of modern office terminology, procedures, equipment and records management.
Knowledge of general math, bookkeeping and English composition.
Knowledge of municipal program and operations.
Knowledge of City codes, ordinances, policies and procedures.

Skills
Requires a high level of interpersonal skills to handle sensitive and confidential situations.  Position continually requires demonstrated poise, tact and diplomacy.
Requires continual attention to detail in composing, typing and proofing materials, establishing priorities and meeting deadlines.  Must be able to work in a fast-paced environment with demonstrated ability to juggle multiple, competing tasks and demands.
Requires skill in typing accurately at a high rate of speed.
Requires skill in accurately taking and transcribing minutes.
Requires skill in operating modern office equipment.
Requires skill in efficient office management, including filing and records management.
Requires skill in effective oral and written communication.
Requires skill in coordinating multiple tasks to meet deadlines.
Abilities
Must be able to interact and communicate with individuals at all levels of the organization.
Must be able to work independently and as an integral part of a small management team.
Must be able to gather and summarize data for reports, find solutions to various administrative problems, and prioritize work.
Must be able to understand and follow complex oral and written directions.
Must be able to establish and maintain effective working relationships with other employees, executives, elected officials and the general public.
Must be able to work well under pressure in a constantly changing environment.
Must be able to exhibit diplomacy and the highest ethical standards in all matters.
Must be able to compose and prepare complex correspondence, reports and minutes.
Must be able to express oneself clearly and concisely.
Must be able to discretely handle confidential information.
Must be able to handle multiple tasks simultaneously.
Must be able to make independent decisions and work with minimal supervision.

MINIMUM EDUCATION, TRAINING AND EXPERIENCE

Graduation from high school or GED equivalent with specialized course work in general office practices such as typing, filing, accounting and bookkeeping, and five (5) years of increasingly responsible, related experience (preferably in the office of a municipal executive), or any equivalent combination of related education and experience.  Associate or Bachelor’s degree desirable.

SPECIAL REQUIREMENTS 

Prefer municipal government experience with progressively responsible clerical, business, or general office work related experience; experience in dealing with high level officials and executives; independent judgment; multi-task and prioritization skills; ability to adapt, prioritize, strategize and accomplish.

REQUIREMENTS TO PERFORM ESSENTIAL JOB FUNCTIONS

Must be able to perform the essential functions of this job, with or without accommodation. 

Physical Demands
[bookmark: _GoBack]The person in this position must be able to remain in a stationary position 50% of the time; needs to occasionally move about inside the office to access file cabinets, office machinery, etc. Occasionally moves office equipment weighing up to 30 pounds. The person in this position frequently communicates with Council members, staff, vendors, and residents; must be able to exchange accurate information in these situations. Must be able to identify Council members, staff, vendors, and residents, as applicable. Must be able to observe, assess, record, and interpret information. 

Work Environment
Work is performed primarily in an office setting with in-person and telephone contacts and may involve frequent interruptions. Work may require attendance at evening and/or weekend meetings.  

Equipment Used/Required
Frequently operates a computer and other office productivity machinery, such as a calculator, copy/fax machine, and computer printer.

EXPECTATION OF ALL EMPLOYEES
Support the City’s mission and values. 

Mission – The City of Centennial is dedicated to providing a high quality of life, delivering superior customer service and achieving the highest professional standards. We strive to uphold our Mission by adhering to our organizational values.  

Values – How We Govern 
Efficient, Effective, Responsive, Accountable, and Innovative 

Values – How We Treat Each Other 
Respect, Integrity, Partnership, Trust, and Personal & Professional Development 



The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.


The City of Centennial is an Equal Opportunity Employer

image1.jpeg
&entennial




