PORT OF SKAGIT COUNTY

Job Description

	            Position Title:  Administrative Assistant



Title of Immediate Supervisor: Director of Finance 
Title of Positions Directly Supervised: None
BASIC JOB PURPOSE: Provide a high level of customer service; promote a friendly, professional reception area.  Perform a variety of administrative functions such as cash receipting, processing credit card requests, filing, preparing correspondence and performing special projects as assigned- utilizing various Microsoft Office programs such as Word, Excel, PowerPoint and Access.  This position also requires the use of Port vehicles and employee must possess a valid Washington State driver’s license.
PRINCIPAL DUTIES AND RESPONSIBILITIES*

	1.
  2.
3.
	Implement the Port’s Promise, Mission and Vision and exhibit the Port’s Values

including truthfulness, integrity and team work.

Promote a friendly and professional reception area while greeting and assisting the

public. Perform primary receptionist duties such as:  front desk customer service and

assistance, scheduling meetings, answering phones, routing calls and taking messages.

In conjunction with the Executive Assistant/Leasing/Special Projects; provide administrative support to assist with the maintenance of lease files, correspondence to tenants, gathering employment census data and other duties as assigned.



	4.
	Responsible for daily cash receipting and the processing/settlement of credit card payments.


	5.
 6.

Daily delivery of mail and bank deposit.

  7.
	In conjunction with the Marketing Coordinator/Public Records Officer, assist with the maintenance of Port files, performing research for public records requests and reading/clipping articles of daily newspapers for Port related articles.

Daily delivery of mail and bank deposit.  Read, date stamp and distribute mail, packages and messages. Checks fax machine periodically throughout the day and distributes faxes; checks copiers for paper and makes sure front office area has adequate brochures and supplies available (pens, notepads, fax forms…etc.).
Responsible for keeping front reception area clean including; making sure the water cooler is filled, cups are available, reading materials are organized and current.  Ensure kitchen area is clean and coffee is available for guests/meetings throughout the day.


	8.
	Process new t-hangar, tie down and long term parking agreements and maintenance of waiting lists.  Assist as-needed with the maintenance of the airport gate card system.



	9.
10.
	Provide administrative support for projects related to marketing, contract management, accounting, environmental services and other duties as assigned by the Director of Finance and Administration or other members of management.

Provide secondary support for accounts payable, accounts receivable and Marina functions on an as-needed basis.



	11.

12.
	Perform other office support services such as copying, faxing, preparing spreadsheets, letters and memos.

Perform other duties as assigned.

	
	


*Listed in order of most time-consuming to least time-consuming.

	WORK PERFORMED
Daily administrative support services.  Proficiency required in general office software applications such as Word, Excel, PowerPoint and Access.  Ability to drive Port vehicles for mail and bank delivery.
Type of Equipment:  Copier, scanner, fax machine, computer, calculator, multi-line phone system and other office equipment.



WORKING CONDITIONS

Work is performed primarily indoors.  The majority of work will be performed sitting at a desk, operating a computer, phone and other related office equipment.  Typically, the noise level in the work environment is moderate; however, there may be exposure to loud noises on a daily basis due to industrial, aviation or marine activity, maintenance and repair.

PHYSICAL REQUIREMENTS
This position requires the ability to hear, speak and understand the spoken word in order to respond promptly to calls for assistance, to answer telephones, and to be able to communicate clearly.  Must have dexterity and manual skill required to operate the keyboard of a computer terminal, assemble and retrieve files from the file cabinets & drawers, operate a multi-line phone system, copy/fax machine and other related office equipment.
TRAINING, EDUCATION & EXPERIENCE REQUIREMENTS
Formal Education: High school graduate or equivalent.  
Work Experience: One year in office related duties and basic computer skills required. 
Training/Certification Required:     Current valid Washington State drivers’ license.  

AUTHORITY DELEGATED TO THE POSITION:

	Authority
	To Decide 

& Act
	To 

Recommend
	N/A

	Establish own work plans and schedules
	
	
	XX

	Make method improvements to increase efficiency
	
	
	XX

	Establish and/or revise policies and procedures
	
	
	XX

	Hire staff
	
	
	XX

	Promote staff
	
	
	XX

	Discipline, demote, or terminate an employee
	
	
	XX

	Make substantial financial/contractual commitment
	
	
	XX

	Redirect the use of funds within approved budget
	
	
	XX

	Revise operating policies
	
	
	XX

	Change the organization structure
	
	
	XX


WAGE/HOUR STATUS:    ________ Exempt (Salaried)        XX   Nonexempt (Hourly)

	Employee:

Signature
	Effective Date: 

____________________________


	Approved:

Executive Director
	Effective Date: 

____________________________
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