POSITION DESCRIPTION

CITY OF GREENFIELD, INDIANA

POSITION:


Administrative Assistant

DEPARTMENT:

Power and Light

WORK SCHEDULE:      
8:00 a.m. - 4:00 p.m., M-F

JOB CATEGORY:

COMOT (Computer, Office Machine Operation, Technician)
DATE WRITTEN:
February 2000



STATUS: Full-time

DATE REVISED:
January 2024



FLSA STATUS: Non-exempt
To perform this position successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed in this document are representative of the knowledge, skill, and/or ability required.  The City of Greenfield provides reasonable accommodation to qualified employees and applicants with known disabilities who require accommodation to complete the application process or perform essential functions of the job, unless the accommodation would cause an undue hardship.

Incumbent serves as Administrative Assistant for the Power and Light Department, responsible for answering department telephone, and performing various clerical functions.

DUTIES:
Answers telephone and greets office visitors, determines nature of call, and routes to appropriate personnel and/or takes messages.  Dispatches department personnel to work sites as needed.

Maintains time sheet records for department personnel, including monitoring number of sick and vacation days used and overtime accrued.  Maintains other department personnel records, such as CDL licensing, worker compensation claims, insurance information, and scheduling training for lineman.

Responsible for Accounts Payable/preparing and processing claims, including receiving invoices from vendors, applying to appropriate account, and submitting for Clerk-Treasurer and Board of Works approval.  Prepares invoices for insurance companies as required.

Maintains communication with contractors, including receiving and dispatching work orders, and dispensing meter bases and recording transactions.

Designated NISC Administrator. Responsible for all project coordination aspects including analysis, configuration, testing, training, and validation.
Performs various clerical functions for department personnel, including typing, copying, and filing correspondence, memorandums, reports, agendas and related documents.

Responsible for outage management and competent use of Itron NAA/NWA software. Dispatches crews to various outage locations as needed.
Ordering various office supplies as needed. 

Maintains records for department assets and any new services added during the calendar year.

Performs related duties as assigned.

I.  JOB REQUIREMENTS AND DIFFICULTY OF WORK:
High School Diploma or GED.

Working knowledge of department practices and procedures, and ability to apply such knowledge to a variety of tasks, processes and operations.

Working knowledge of basic computer terminology and ability to type with speed and accuracy and properly operate standard office equipment, including computer, printer, fax, copier, typewriter, calculator, two-way radio, and telephone.

Working knowledge of Standard English grammar, spelling and punctuation, and ability to prepare and maintain documents and records.

Ability to learn and operate the SCADA system from office controls as needed.

Ability to provide public access to or maintain confidentiality of department information and records according to state requirements.

Ability to comply with all employer and department policies and work rules, including, but not limited to, attendance, safety, drug-free workplace, and personal conduct.

Ability to competently serve the public with diplomacy and respect, including occasional encounters with irate/hostile persons.

Ability to perform arithmetic calculations.

Ability to work alone with minimum supervision and work with others in a team environment.

Ability to work on several tasks at the same time and complete assignments effectively amidst frequent distractions and interruptions.

Ability to understand, memorize, retain, and carry out instructions and present findings in oral or written form.

Ability to effectively communicate in a courteous, tactful manner with co-workers, other City departments, contractors, insurance personnel, and the public, including being sensitive to professional ethics, gender, cultural diversities and disabilities.

Ability to occasionally work extended hours.

II. RESPONSIBILITY:
Incumbent performs a variety of duties according to customary practices and procedures of the department, with priorities determined by service needs of the public.  Errors in accuracy of work may not be readily detected through procedural safeguards or by supervisory review and may lead to loss of time, inconvenience to members of the public, and/or embarrassment to department. 

III. PERSONAL WORK RELATIONSHIPS:
Maintains frequent contact with co-workers, other City departments, contractors, insurance personnel, and the public for the purpose of receiving and giving factual work-related information.

Reports directly to Superintendent.

IV. PHYSICAL EFFORT AND WORK ENVIRONMENT:
Incumbent performs duties in a standard office environment, which may involve sitting and/or operating a computer for long periods, sitting and walking at will, keyboarding, close vision, hearing communication, speaking clearly and handling/grasping/fingering objects. Individual may be required to lift up to 10 pounds from time to time.  
Incumbent will work in a safe manner according to standard OSHA office safety requirements. 
APPLICANT/EMPLOYEE ACKNOWLEDGEMENT
The job description for the position of Administrative Assistant for the Power and Light Department the duties and responsibilities for employment in this position.  I acknowledge that I have received this job description, and understand that it is not a contract of employment.  I am responsible for reading this job description and complying with all job duties, requirements and responsibilities contained herein, and any subsequent revisions.

Is there anything that would keep you from meeting the job duties and requirements as outlined?   Yes______ No______

_______________________________________________

________________

Applicant/Employee signature




Date

_______________________________________________

Print or Type Name


light\admasst


