ADMINIS FRATIVEASSISTANT
—ENGINEERING/COMMUNITY DEVELOPMENT
COORDINATOR

POSITION SUMMARY

This position is responsible for coordinating the City’s building permit processes, managing associated financial
transactions, and maintaining accurate and compliant records. The position also oversees the sale and recordkeeping
of City-owned cemetery plots, mausoleum crypts, and niches. Work requires a high level of accuracy, attention to
detail, and discretion in handling financial and public information.Jais it i i i
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Essential Duties:
e Provides admin

h

istrative support to designated staff members.

en On—preparatio
atohPpreparato

Nre N0 i A notices—fea cetinoes
P O e S—ana ptit S S O H

o  Attendance-atnicht-meetine § sales, documentation, and records for
City-owned cemetery plots, mausoleum e and niches ding financial transaction handling and
public inquiries.

¢ Attends departmental coordinatio t prepare as, take and prepare minutes
and provide administrative suppo mmitte d City staff.

®—Performs extensi ita entry and record ma an ) ensuy a integrity across multiple software
systemsMatnta oje Marics an ot ‘-.

e Answers and d

M

public calls and customers for the department.

he; .%a-a preparation.
building | processes. ensuring accuracy, compliance, and proper fee

ac de nen ne narm

U intai filing systems.
. epare ondence, memos, reports, spreadsheets, etc.
o j i rces and expenditures.

g, mass mailings. PreparesRequestforQualifications-and

ighly confidential and sensitive information.

e Review and process a variety of department level accounting related information to
include accounts payable, accounts receivable, pay estimates, permit and license fees,
and cash receipts.

e Provides back-up to other departments as needed.
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e Performs other duties of a similar nature as required.

Knowledge, Skills And Abilities: (position requirements at entry):

*—Strong customer service and interpersonal communication skills, i

uding the ability to handle sensitive or
complex inquiries professionally. Customer-service-technigi ad-ski

d app ions.
®  Ability to manage multiple priorities, meet dea
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®  Proficiency in Microsoft Office Suite and other releyant softwar plications.

e Familiarity with City geography and street loc
e Knowledge of department specific terminolog
& FExcellent attention to detail and data accuracy./AAB
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SKILLS

Education and Experience (position requirements at entry):
e Requires High School Diploma or General Equivalency Degree (G.E.D)
e Two years of administrative assistant experience or an equivalent combination of
education and experience sufficient to successfully the essential duties of the job.

Special Requirements (position requirements at entry):‘
Valid Driver’s License
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Environment:
Positions in this clas reaching, standing, walking,
fingering, grasping, i i s. Sedentary Work: Exerting up

t of the time. Jobs are sedentary if walking
other sedentary criteria are met. Work

20, 3/29/2023 by Josh Skluizacek, HR Nameniuk, 6/16/2025
updated grade to match ne scale — NT. 10/24/25 updated by Josh Skluzacek, HR Nameniuk
change title, reclassify to grade 123.
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