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City of Seward


Job Description
                                 Job Title: Temporary Administrative                                                  Assistant Clerks Office

Range:
5.0-8.0




Salary:  $14.00
Department:  Clerk




Approved by: 
Reports to:
City Clerk, Assistant City Clerk
Date:  
9/22/2020

Supervises:
N/A

Position:
Full-Time, Temporary 40 hours per week

Summary: 


Starting December 1, 2020 through approximately February 26, 2021. Position is under the general supervision of the City Clerk and the Acting Deputy City Clerk, this position is responsible for providing back-up administrative and clerical support to the city clerk department. This position performs a variety of general and specialized office work. A certain amount of discretion and judgment is involved in the work and requires ability to perform several tasks simultaneously with accuracy and in a calm manner.
Essential Duties and Responsibilities:

Answers telephone calls, public and employee inquiries for information, provides requested information and directs inquiries or takes messages as appropriate.
Receives and transmits fax messages, e-mails, and other documents for the department.

Types letters, memoranda, contracts, leases and other documents as directed.

Assists with travel arrangements and authorizations.
Orders supplies.

Codes bills for payment and maintains annual budget ledger and updates computer program of same. 

Maintains confidentiality of city files, correspondence and conversations occurring within the office.

Assists and creates contract files as directed.

Maintains and issues business licenses, bed and breakfast, camper park and vehicle for hire permits as directed.

Insert supplements to City Code, Alaska State Statutes and Alaska Administrative Code.

Acts as a registrar for the State of Alaska.  Assists with absentee voting for state and local elections.

Files pre-coded documents.

Copies and distributes city council packets and public meeting notices and prepares council chambers for meetings.  Updates and prints resolutions, ordinances, minutes, etc, and prepares documents for signature and attestation.
Assists with data entry of legislative history for Council and its Boards and Commissions.

Operates standard office equipment including desktop computers, copier, folding and tabbing machine, facsimile machine, shredder, coffeemaker, cassette copier, and postage meter.

Performs other related duties as assigned.

Qualification Requirements: 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disability to perform the essential functions.

Education and/or Experience:  

High school diploma or general education degree (GED) and one-year experience in an office setting; experience working with the public; pleasant and clear speaking voice; some computer experience, with proficiency in multiple word processing and database programs preferred; ability to deal tactfully and courteously with the public; ability to remain calm in a stressful environment and the ability to type with speed and accuracy.

Language Skills:  

Ability to read and comprehend instructions, short correspondence and memos.  Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to the public, or other employees of the organization.

Mathematical Skills:  

Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions and decimals.  Ability to compute ratio and percent and to draw and interpret bar graphs.

Reasoning Ability: 

Ability to apply common sense understanding to carry out instructions.  Ability to read and comprehend simple instructions, short correspondence and memos.  Ability to write simple correspondence furnished in written, oral or diagram form.  Ability to organize multiple tasks or assignments in an effective manner.

Physical Demands:  

Physical demands described are representative of these that must be met by an employee to successfully perform the essential functions of this job.  The employee is regularly required to stand and sit; use hands and fingers, tools or controls; talk and hear.  The employee frequently is required to reach with hands and arms.  The employee is occasionally required to stoop or crouch.

The employee must occasionally lift and/or move up to 40 pounds.  Specific vision abilities required by this job include close vision.  Must travel up and down stairs.
Work Environment:  

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.
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