City of Morrow

Job Description 

JOB TITLE:   Senior Administrative Assistant 
                      (To City Manager)

STATUS/GRADE:    Non-Exempt / 16 

DEPARTMENT:    City Hall/ 

JOB SUMMARY:   This position provides confidential professional administrative support to the City Manager.  This individual provides information and communication for the offices of these Senior positions; plans and schedules meetings, appointments; organizes and maintains paper and electronic files; completes follow-up, research and other duties for assigned projects; and disseminates information by different resources.


MAJOR/ESSENTIAL DUTIES:  
· Provide confidential professional administrative support to City Manager.
· Acts as liaison between the City Manager and all Department Heads/Managers, staff, other governmental agencies, and outside businesses and organizations.
· Assists in the coordination of activities of the City Manager office.
· Perform all duties listed on the standard Senior Administrative Assistant job description.
· Performs other related duties as assigned.



KNOWLEDGE/SKILLS REQUIRED BY THE POSITION:
· Ability to keep all details confidential, only releasing information as instructed or as needed to complete assigned duties. 
· Understand and be able to apply the principles of municipal budgeting, organizational development, excellent customer service and personal performance excellence.
· Be able to manage organize and maintain information on several large/small projects including, but not limited to, city budgets, planning sessions, events, bids, contract obligations, meetings and schedules. 
· Knowledge of City ordinances, and Personnel Rules and Regulations. 
· Must be able to work in a responsible, accountable and professional manner. 
· Must be able to apply time management, stress reduction methods, and understand the complexities of handling frequent changes in prioritization. 
· Must be able to analyze complex problems and make sound recommendations. 
· Ability to remain confidential with information. 
· Must be able to multi-task.
· Must be able to communicate effectively, orally and in writing. 
· Must be able to maintain excellent working relationships with other City employees and staff, City Council Members, and the public, exhibiting strong interpersonal skills and self-confidence. 
· Must maintain personal performance excellence, be reliable, timely, accurate, innovative, and work with integrity. 
· Must be able to anticipate problems and bring them to the attention of the City Manager's attention. 
· Must be able to generate and implement ideas, and get work assigned completed with minimum supervision.
· Must be able to operate all modern office equipment, including computer equipment and phones. 
· Must be able to meet any additional skills and knowledge listed on the standard Senior Administrative Assistant job description.



SUPERVISORY CONTROLS:   This position is under the direct supervision of the City Manager. 


GUIDELINES:   This position utilizes Federal, State, and Local Laws and Ordinances, Personnel Rules and Regulations, Safety and Loss Prevention Control Program, general construction guidelines, and other known references in connection with the duties assigned.  

COMPLEXITY:  This employee is required to learn and understand information from routine to very complex, involving the need for extensive research, decisions considering many different sources, and detailed report writing to complete assignments.   Employees in this position must be able to make independent responsible judgments quickly and accurately


SCOPE AND EFFECT:   Requires the ability to compare and/or judge the readily observable functional, structural, financial or compositional characteristics, (whether similar to or divergent from obvious standards), of data, people, and/or things


PERSONAL CONTACTS:   Typically this position will interact with city employees, department heads, State and Local officials, and the public. 


PURPOSE OF CONTACTS:   Contacts are used to share appropriate information, and schedule activities as needed.


PHYSICAL DEMANDS: This position must be able to work sitting, walking, standing, bending, stooping, climbing, lifting pushing, or pulling (40 lbs), for both short and long periods of time.  This position must be able to work at a computer, reading and interpreting reports and procedures and be able to talk/listen on the phone or equivalent devices.  


WORK ENVIRONMENT: The person serving in this position will typically work in an office environment.  However, he/she is expected to work routinely at job sites which will include hazardous (hard-hat) environments, and outdoors including inclement weather situations.


SUPERVISORY RESPONSIBILITIES:   None


MINIMUM QUALIFICATIONS: 
· High School diploma or equivalent. 
· Three (3) years minimum of progressively responsible experience in a business office. 
· Three (3) years minimum experience handling customers in an office or retail environment. 
· Ability to perform all essential duties.
· Valid Georgia driver’s license.
· Acceptable Motor Vehicle Report (3 year).



PREFERRED QUALIFICATIONS: 
· Bi-Lingual – Spanish or Vietnamese

