City of Villa Rica 		Class Specifications

Job Title:	Administrative Assistant-Community Development 

[bookmark: _GoBack]Job Summary:
The purpose of this position is to perform administrative, clerical, and receptionist duties for the department, providing information and assistance to callers and visitors. Work involves composing, proofreading and typing correspondence, maintaining files, processing mail, etc.  Reports to the Director of Community Development.  
	
Specific Duties and Responsibilities/ Essential Job Functions:
Composes, proofreads, and types correspondence, memoranda, reports, and presentations.  
Answers the telephone and greets visitors providing information and directing as needed.  
Prepares and maintains files on all applications that pertain to rezoning, annexations, building permits, signs, and code violations. 
Processes permits and C.O.’s; receives payments for same.
Completes and processes department monthly and annual permit reports. 
Maintains accurate and up-to-date computer files by entering necessary information into database.
Schedules meeting and appointments for supervisor. 
Ensures that the Department has adequate office supplies; re-orders supplies as necessary. 
Performs other related duties as required. 

Minimum Qualifications:  High school diploma required with a minimum of five years of administrative secretarial experience required; or any equivalent combination of education, training, and experience, which provides the requisite knowledge, skills, and abilities for this position.

Minimum Qualifications Or Standards Required To Perform Essential Job Functions Physical Requirements: Must be physically able to operate a variety of automated office machines, which includes computer, printer, facsimile machine, copy machine, telephone, etc. Must be able to use body members to work, move or carry objects or materials.  Must be able to exert up to twenty pounds of force occasionally, and/or up to ten pounds frequently.  Physical demand requirements are at levels of those for sedentary work. Must be able to lift and/or carry weights of twenty to forty pounds. 
