ISLAND COUNTY

SUMMARY JOB DESCRIPTION

POSITION:

ADMINISTRATIVE ASSISTANT—TREASURER

POSITION NUMBER:          2111.00      

CURRENT EMPLOYEE:         

ANNUAL HOURS WORKED:     
1.0   
MAJOR FUNCTION AND PURPOSE

1.1
Employee in this position is responsible for a variety of tasks, depending upon the assigned function.  In general duties include office support functions such as answering the phones, greeting and assisting walk-in customers, filing, record storage and retrieval and providing assistance to other staff as needed.

2.0   
SUPERVISION RECEIVED

2.1
Employee in this position is given substantial discretion, within the scope of policy and regulations, in the routine performance of their duties; supervision and guidance are received from the Chief Deputy Treasurer and the Treasurer. 

3.0       SUPERVISION EXERCISED

3.1
Employee in this position does not normally supervise any staff.

4.0  
SPECIFIC DUTIES AND  RESPONSIBILITIES

4.1
Responds to general public inquiries and other requests for information.  Assist visitors at the counter, and answer incoming phone calls.

4.2
Accept payments and provide receipts to the taxpayers that visit the office to pay their taxes.  Be capable to accurately handle funds and provide change as required.

4.3
Maintain files, records and distribute mail within the department.

4.4
Assist with and provide clerical support as needed for other Treasurer's clerical staff.

4.5
Perform other duties as assigned.

5.0   
DESIRABLE QUALIFICATIONS, KNOWLEDGE, SKILLS AND ABILITIES                   

5.1
Proficient mastery of basic and specific office machines and practices.

5.2
Maintain a high standard for accuracy, completeness and efficiency in the preparation of reports, filing and record keeping.

5.3
Ability to quickly grasp new techniques, deal with rapid changes in events, remain calm in stressful situations, relate to various personality styles in a professional manner.

5.4
Effectively communicate with others for the purpose of gathering and relaying information.

5.5
Understand the need for maintaining confidentiality of sensitive information.

5.6
Independent, organized and self-motivated to complete required deadlines while simultaneously completing other tasks.

6.0   
EDUCATION, EXPERIENCE AND CERTIFICATES

6.1
High school diploma or equivalent and as otherwise indicated.

6.2
Prior experience in an office environment.  Experience in dealing with the pubic desired.

6.3 Mastery of typing, word processing, and filing systems.

THIS JOB DESCRIPTION DOES NOT CONSTITUTE AN EMPLOYMENT AGREEMENT BETWEEN THE EMPLOYER AND EMPLOYEE, AND IS SUBJECT TO CHANGE AS THE NEEDS OF THE EMPLOYER AND REQUIREMENTS OF THE JOB CHANGE.

____________________________________     __________________________________

           DATE                                                        DEPARTMENT HEAD

____________________________________     __________________________________

                                             DATE                                                                 EMPLOYEE

