
Richland

CLASSIFICATION TITLE:

Administrative Assistant II

JOB NUMBER:

7198

AFFILIATION:

Unaffiliated

(Non-Union)

REPORTS TO:

Department Director

PAY GRADE:

15

FLSA STATUS:

Non-Exempt

GENERAL SUMMARY

Performs intermediate administrative support work providing general clerical and office
support duties for Department Director, and related work as apparent or assigned. Work
is performed under the moderate supervision of the Department Director (supervisor).

CORE VALUES

All employees are expected to model and foster the City of Richland's core values in the
performance of their duties and their interactions while representing the City. The values
of Teamwork, Integrity, and Excellence promote and maintain a high level of morale and
productivity, and are the tie that binds all City employees together, across all functions.

ESSENTIAL JOB FUNCTIONS

To be successful in this position, an individual must be able to perform each essential
function satisfactonly. The City may make reasonable accommodations to enable a
qualified individual with disabilities to perform the essential functions.

•  Composes, prepares and types a variety of correspondence, memos, reports, and

other materials; conducts a variety of studies involving programs, systems,

operations, special needs, issues or activities of the assigned department;

researches, analyzes, and prepares recommendations or conclusions on assigned

projects; maintains various documents and files.

• Organizes and coordinates office functions, activities, and communications with

departmental staff and special groups as assigned; provides administrative support

to boards and committees as assigned; attends meetings, types minutes, and

prepares reports, agendas, and other related materials.

•  Maintains financial records and files pertaining to departmental operations,

programs, and expenditures, and budget balances; prepares status reports, charts

and graphs as requested; assists with the preparation of budgets; may maintain

complex financial records and files pertaining to departmental expenditures.
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