City of Gervais                                      
Administrative Assistant, Utility Billing and Court Clerk 

	JOB TITLE: Administrative Assistant, Utility Billing and Court Clerk


	DEPARTMENT: Administration
	

	REPORTS TO: City Manager
	STATUS: Non-exempt


GENERAL STATEMENT OF DUTIES/ PURPOSE OF POSITION:
Perform a variety of administrative support activities for all city functions including administration, public works, municipal court, city recorder, accounting, and planning.  Maintains utility billing system, municipal court dockets, accounts receivable, and cash collections.  Provides city reception and customer service for all departments.  Perform a variety of administrative support duties for the City Manager including management of documents, records, and archives and duties that may involve confidential and sensitive information.
JOB SCOPE:

Perform a variety of complex administrative support activities to contribute to efficient office operations requiring a thorough understanding of department and City programs and procedures.
SUPERVISION RECEIVED: A wide variety of complex tasks are performed under general supervision. This classification is expected to function independently in daily tasks and to use initiative and independent judgment on non-routine matters. Routine problems are identified and solved; only unusual/complex problems are referred to a supervisor or other staff. Supervisory direction, State and Federal rules/regulations, and organizational and departmental protocols, guidelines, and SOPs dictate actions.
SUPERVISORY RESPONSIBILITIES: Supervision is not a typical function assigned to this position.  May provide training and orientation to newly assigned personnel.
ESSENTIAL JOB FUNCTIONS/ EXAMPLES OF DUTIES PERFORMED:
Provide customer service/reception support to internal and external customers. Respond to inquiries and requests for assistance, both in person and over the telephone.  Provide direction and assist in completing reports and forms.  Provide routine, non-routine, and technical information regarding City and/or programs. Process forms, applications, etc., as appropriate.

Establish, maintain, and track utility accounts for the Public Works department.  Maintain accounts, enter billing, postings, credits, receipts, and draft notices.

Act as clerk for the Police department in the processing and scheduling of court, traffic, and ordinance citations.  Prepare dockets, take pleas, determine fines, and perform other administrative tasks.  Collect information and answer questions.
Assist City Recorder in the maintenance of files, records, and suspense items, including vital records, sensitive litigation, and personnel records in accordance with established retention guidelines.
Assign and process account transactions based on documentation, invoices, and/or statements. Research and follow-up on delinquent accounts according to established procedure.

Coordinate the billing, receipting, and updating of account records. Classify, record, and balance income and expenditures to proper accounts. Reviews accounts for delinquencies and initiates proceedings to meet legal requirements.

Assist the public in processing payments and applications. Perform cashiering function by receipting, balancing, and preparing daily bank deposit.
Assist contracted City Planner in the land use application process including public notices, mailings, and file administration.
Establish, maintain, and track land use accounts for all land use matters.  Maintain accounts, enter billing and payment transactions.

Receive all new building permit applications and verify for completeness and compliance with development code.  ., Submit to city manager for final review.
Collect/receive and distribute incoming mail.  Prepare and send outgoing mail.  Purchase and/or place orders for office supplies and equipment for City as requested or needed.

Provide administrative support using computer software skills in entering data into computer system from a variety of documents; composing and typing including letters, memos, newsletter and other material; proofreading and editing documents.

Maintain proficiency by attending training and meetings, reading materials, and meeting with others in areas of responsibility.

Maintain safeguards around confidential and/or sensitive files and documents.

Follow all safety rules and procedures established for work areas.  Maintain work areas in a clean and orderly manner.

May provide assistance to other department personnel as workload and staffing levels dictate.

Perform additional duties as required. 

JOB QUALIFICATION REQUIREMENTS:  

MINIMUM/MANDATORY EDUCATION AND EXPERIENCE REQUIREMENTS:

Any equivalent combination of education and experience which provides the applicant with the knowledge, skills, and abilities required to perform the duties as described.  A typical way to obtain the knowledge and abilities would be:  High school equivalency plus additional specialized training in accounting, office equipment, software, and procedures AND a minimum of two years experience.  
KNOWLEDGE:  Advanced knowledge of office practices, use of a variety of standard office equipment, word processing software, records maintenance, accounting and financial statistical record keeping, business English, grammar, punctuation, spelling, and administrative research.  Familiarity with municipal departmental functions and the ability to research and interpret ordinances, statutes, and administrative rules.

SKILLS:  Skill in the use of personal computers and standard office equipment.  

ABILITIES:  Ability to establish and maintain an effective working relationship with management, employees, other agencies, and the general public; maintain records and logs; communicate effectively, both orally and in writing, with individuals and groups and to learn, apply and explain in detail the City’s policies and procedures.
SPECIAL REQUIREMENTS/LICENSES:

Possession of valid Oregon State driver’s license.  Must be bondable.

DESIRABLE REQUIREMENTS:

Associate’s degree in office administration, accounting, or related field. Previous experience within the City or in a municipal environment.  Being bilingual is desirable.
PHYSICAL DEMANDS OF POSITION:

While performing the duties of this position, the employee is frequently required to sit, stand, bend, kneel, stoop, communicate, reach, and manipulate objects. The position requires mobility including the ability to move materials weighing up to 5 pounds on a regular basis such as files, books, office equipment, etc.  This position may occasionally require moving materials weighing up to 25 pounds.  Manual dexterity and coordination are required over 50% of the work period while operating equipment such as computers, keyboards, telephones, calculators, and standard office equipment. 
WORKING CONDITIONS: 

Work is primarily conducted in an indoor office setting where most of work period occurs under usual office working conditions.  The noise level is typical of most office environments where telephones, personal interruptions, and background noise are frequent.  Attendance at various meetings may require working after normal business hours.
The duties listed in this description are intended only as Illustrative examples of the various types of work that may be performed by individuals in this classification.  Any of these duties may be performed.  These examples are not necessarily performed by all incumbents and do not include all specific essential functions and responsibilities the incumbent may be expected to perform.
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