ADMINISTRATIVE ASSISTANT JOB DESCRIPTION
POSITION:  The position of Administrative Assistant is a diverse position with primary clerical responsibilities.  The position will be under the administrative supervision of the District Board of Supervisors, and day to day supervision of the Program Administrator.

DUTIES AND RESPONSIBILITIES:

1. Serve as receptionist to the District and NRCS office. Answers phone calls and meets the general public in a courteous and helpful manner.
2. Types correspondence, district newsletter, news releases, various reports and other materials necessary for the operation of the office.

3. Maintains records of District business transactions on a daily basis. All financial records will be maintained in a neat and orderly fashion in accordance with state financial management guidelines. Prepares a monthly financial report, for presentation to the Board, at monthly Board meetings. 

4. Maintains accurate time and attendance reports.

5. Maintains District and NRCS files according to established systems. Files will be filed according to agency and state guidelines. 

6. Maintains office supplies in sufficient quantities for office staff. Responsible for coordination of securing District and NRCS supplies

7. Receives, assembles, and dispatches mail. 

8. Performs needed office administration, including correspondence procedures, report preparation, office equipment inventory/requisition and travel fund tracking.

9. Types District board meeting notices and agendas for mailing to Board members in advance of meeting. Record and type meeting minutes.
10. Assists with the preparation of District’s special activities such as field days, tours, education meetings, tree sales, school tours, soil stewardship, fair booth, and others. 

11. Assists with planning and preparation of the District’s annual meeting.

12. Performs other related duties as requested by supervisor.

13. All duties and actions taken by the incumbent of this position while on official duty will be performed in a safe and healthful manner and will be of a nature to reflect favorable on the Meigs Soil and Water Conservation District.

HOURS OF WORK: 20-25 hours per week.

QUALIFICATIONS: Application must be a high school graduate and have a valid Driver’s license.  It is preferred that the applicant have an Associate’s degree in Secretarial or have a minimum of two years experience in an office setting.  Experience in computers is a must and knowledge of farming is desirable.  Ability to deal with the general public and co-workers is essential. Applicant should be proficient in Microsoft Word and Excel.  A knowledge of Power Point is desirable.  Training in some aspects of this position will be made available to the selected applicant. 

PHYSICAL REQUIREMENTS:  This is predominately an office position, but some occasional field work may be necessary to help in all aspects of the District’s program.

EQUAL EMPLOYMENT OPPORTUNITY: 
All SWCD and NRCS programs and services  are offered on a nondiscrimination basis without regard to race, color, national origin, age, gender, religion, marital and family status, disability, sexual orientation, or political affiliation. 

