PLEASE POST FOR ALL APPLICANTS TO READ

MACON-BIBB COUNTY GOVERNMENT
PURPOSE OF CLASS:

Under general supervision, performs responsible administrative support work of above average difficult related to the managerial, budgetary, personnel and clerical processes of appropriate City-County departments.  Performance is reviewed through direct observation and reports and results achieved.

PRIMARY JOB DUTIES:
· Assists in coordinating a variety of administrative functions, such as departmental personnel, expenditures, payroll, inventory, and other records.

· Serves as purchasing coordinator, receives requests, assesses priorities, and validates the need for obtaining bids and preparing requisitions, etc.

· Assists with various departmental studies, and analyzes complex problems involving overall office systems, workforce utilization and general operating procedures and policies.

· Assists in administering policies by providing guidance and interpretation of policies.

· Resolves public complaints with service problems and initiate referrals or action, and follows-up on same.

· Prepares a variety of reports and recommendations.

· Performs additional unique and specialized duties as may be required by the department.

SECONDARY JOB DUTIES:

· Completes special projects and performs other miscellaneous duties as required.

KNOWLEDGE, SKILLS, AND ABILITIES:
· Extensive knowledge of the principles and practices of local government administration.

· Considerable knowledge of budgetary preparation procedures and administration.

· Considerable working knowledge of personal computers and word processing and database programs, including the Microsoft Office Suite, the Windows NT network, and internet and e-mail services.

· Ability to write clear and concise reports, memoranda, directives and letters.

· Ability to develop comprehensive plans from general instructions.

· Ability to accomplish assigned administrative tasks with a minimum of supervision and with only general direction.

· Ability to meet the public and to discuss problems and complaints tactfully, courteously and effectively.

· Ability to use discretion in handling sensitive information.

· Ability to maintain effective working relationships with City-County officials, fellow employees, and with members of the general public.

DESIRABLE EDUCATION AND EXPERIENCE:
Two (2) years of college or associates degree in business or public administration, preferably having course work in accounting, and

Five (5) years of progressive office management experience including two (2) years of supervisory experience utilizing computers for office management functions.

	WORK CONDITIONS: 

C=Constant (65-100% of day) 

F=Frequent (33-65% of day) 

O=Occasional (up to 33% of day)

N=Never    

I=Infrequently (not done daily)



	C  Operates various office equipment
	N  Adverse, hazardous or unpleasant conditions

	I  Operates motorized vehicles
	I  Requires physical activities such as bending, stooping, climbing and crawling

	N  Utilizes hand tools & maintenance equipment
	O  Requires standing and walking

	
	

	Lifts or Carries:


O  10 lbs. or less                                                       

         

I 11 - 25 lbs.                                                           

         

I 26 - 50 lbs.                                                           

         

N 51 - 75 lbs.                                                           

         

N 76 - 100 lbs.                                                         

         

N  100 lbs. +




NECESSARY SPECIAL REQUIREMENTS:

This position requires advanced skills in word processing, spreadsheet, and database design and utilization, including:

Word-processing:  All basic & moderate skills and merge documents; create data source files; create & use templates & wizards.

Spreadsheets:  All moderate skills and use absolute cell references, use functions to sum, average, obtain minimums, maximums, and cell counts; freeze row & column headings; use shortcut keys; use what-if analysis; link workbooks; create charts with text.

Database skills:  All moderate skills and create customized forms; create validity checks; sort table records; add text; query multiple database records.

External and Internal applicants must pass test(s) in required areas and demonstrate proficiency on the system.

Requirements may be subject to modification in order to reasonably accommodate individuals with disabilities who are otherwise qualified to perform the essential duties of the job.

AN EQUAL OPPORTUNITY/AFFIRMATIVE ACTION EMPLOYER

POST DATES: 09/03/2014 – 09/22/2014                 EEOC CODE:              CLASS CODE:  





CLASSIFICATION TITLE: Administrative Assistant I   





JOB CLASS (GRADE):          	                                                             HOURLY RATE: $12.63





WORK WEEK:  MON-FRI                                               WORK HOURS:  8:30 a.m.-5:30 p.m.





DEPARTMENT: SOLID WASTE         				DIVISION:  ADMINISTRATION





DEPT. HEAD: KEVIN BARKLEY


                                                                   (X) REPLACEMENT             ( ) NEW REQUIREMENT 
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