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County Commissioner’s Administrative Assistant
Part Time

Summary: Act as a liaison between the Commissioners Court and the general public. Handle, assist and resolve inquiries, complaints, and requests from the general public. Provide secretarial assistance to Commissioners Court members.
Essential Duties and Responsibilities:
1.Receive calls and visits from the general public
2. Resolve inquiries, complaints and requests
3. Establishes and maintains positive working relationship with various governmental and civic groups
4. Composes memos and letters
5. Maintains confidential department files
6. Maintains office equipment and arranges necessary repairs
7. Assists with answering calls for the Commissioners as needed
8. Assists with posting and distributing of Agendas in compliance with Texas Open Meeting Laws
9.Performs all other related duties as assigned
10. Follow assigned work schedule as assigned by your Commissioner
11. Regular attendance is required
Minimum Essential  Requirements: High School Diploma or equivalent. The ability to work without direct supervision and under stress is required. The ability to take direction from multiple staff members and to effectively prioritize assignments is necessary. Must have the ability to type 50 wpm. Must be able to effectively and politely deal with general public and all government personnel. Professional image. Good communication skills needed. Some secretarial and office administration skills and proofreading skills. Computer skills with knowledge and experience in Windows and Microsoft Office word processing, spreadsheets. Employee must good attendance to prevent undue hardship on the department and the Citizens of Van Zandt County.
Physical Demands: While performing these duties, the incumbent is regularly required to sit, stand, walk, bend, stoop, climb , lift, push and pull. Must be able to lift up to 40 lbs. Accommodations should be discussed with your supervisor to determine if they are accommodatable within the essential functions of the job
Contacts: Reports to the County Commissioners
Salary: discussed in interview, salary based on current approved Budget for the position.
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