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• Ability to: perform delegated administrative assignments independently; handle with courtesy and tact 

a wide variety of public contact both on the telephone and in person; understand and carry out oral 

and written direction; work cooperatively with others; proficiently use computer system. 

• Must be able to work well under pressure; ability to complete projects independently with inflexible 

deadlines; have a high level of initiative and be able to work with minimal supervision; be able to 

learn, apply, and retain knowledge of federal, state, and city laws, policies, and procedures. Familiarity 

with municipal government desirable.  Ability to maintain confidentiality is mandatory. 

• Ability to establish and maintain positive working relationships with personnel in other agencies; 

coordinate effectively with varied interest groups; and maintain effective working relationships with 

employees and the general public. 

• Ability to operate computer programs; accurately enter data; and complete work using various 

software programs. 

• Ability to perform the physical demands of the position. 

 

Education and/or Experience and/or Certifications/Licenses and/or Background 

• High School Diploma or Equivalent and at least two (2) years of accounting/administrative experience. 

College or business college training may be substituted for the experience on a year for year basis. 

• Must pass background check. 

 

Physical Demands: 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job. Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

While performing the duties of this job, the employee is regularly required to sit, talk and hear. The 

employee is occasionally required to stand, walk, use hands to finger, handle or feel objects, tools or 

controls; reach with hands and arms; stoop, kneel, crouch or crawl; and 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 

The employee is expected to use appropriate protective equipment for the assigned task; and any other 

equipment as apparent or assigned. 
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Department Head   
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Disclaimer 
The information provided in this description has been designed to indicate the general nature and level of work performed by employees within this job. It is 
not designed to be interpreted as a comprehensive inventory of all duties, responsibilities, qualifications and working conditions required of employees assigned 
to this job. Management has sole discretion to add or modify duties of the job and to designate other functions as essential at any time. This job description 
is not an employment agreement or contract. 




