
Hidalgo County

Pct. 2 - Colonia Access Program

JOB TITLE:  ADMINISTRATIVE ASSISTANT

                       FLSA STATUS:   EXEMPT

DEPARTMENT:  COLONIA ACCESS PROGRAM      CIVIL SERVICE STATUS:   NON-EXEMPT

SUMMARY

Provides a wide range of administrative support to the Colonia Access Program Director/ Department Head including maintaining files and records of department, budget control, payroll, purchasing, personnel matters and clerical duties.  Researches and compiles data to produce reports on various precinct concerns/activities.  Works with minimal instruction or supervision. 
ESSENTIAL DUTIES AND RESPONSIBILITIES

· Monitors progress of projects within the County as directed by the Colonia Access Program (BCAP) Director. 
· Ensures the timely compliance with all County, State and federal provisions (statutory requirements)
· Assists BCAP Director in processing new requests.

· Creates and issues reports following established procedures. The analysis/judgment required for making decisions/recommendations is that of an experienced professional with a broad knowledge of county government.
· Coordinates speaking engagements, including preparation of materials and audio-visual equipment necessary for presentations to the public, county departments, and Commissioners’ Court.

· Prepares agenda items request, materials, related thereto, and verifies that all legal/policy requirements have been met.
· Prepares and monitors department’s budget.
· Assists with the formulation, monitoring and reporting of the annual budget.
· Purchases, receives and monitors supply inventory.
· Assists the (BCAP) Director to determine budget allocation for supplies, revenues, outside services and equipment maintenance.

· Prepares purchasing requisitions, including submitting, tracking, receiving, and arranging delivery of goods and services.  

· Facilitates supporting material/documentation for purchase orders.
· Assists in taking and preparing minutes for meetings.
· Performs intermediate level clerical duties such as classifying, consolidating, summarizing, sorting, filing (BCAP) project files and distributing documents and information. 
· May travel to other departments/offices to deliver and/or receive documents.
· May act as initial point of contact for contracting engineers, vendors and other County departments.
· Answers incoming calls, registers, sorts and distributes incoming mail and directs same within the office.

· Greets visitors, County staff and the general public in a professional manner.

· Must be able to comply with regular attendance policies and procedures
· Performs other related duties as assigned.

QUALIFICATION REQUIREMENTS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

OTHER REQUIREMENTS

· Must have one (1) year experience in bill processing, accounts payable or any combination with 1 year of purchasing experience and two (2) years of relevant experience in the use of computerized programs (mainframe or PC).
EDUCATION and/OR EXPERIENCE
· Minimum of two (2) years of administrative and supervisory experience or two (2) years of college.
· Good communication skills, ability to handle multiple tasks and operate standard and automated office equipment. 
· Proficient typing and computer knowledge including spreadsheet and other Microsoft applications.
CERTIFICATES, LICENSES, REGISTRATIONS

· Must posses a valid Texas Motor Vehicle Operator’s License;

· Must have liability insurance.
OTHER SKILLS AND ABILITIES

· Experience with Microsoft Office applications and the County SAGE Millennium accounting system (preferred).
· Excellent interpersonal/communication skills, organizational and office equipment skills required.
· Ability to multi-task and prioritize work assignments in relation to all tasks and duties.

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 the job. While performing the duties of this position, the incumbent is regularly required to walk, sit, stand, bend, and stoop.
SAFETY REQUIREMENTS

Maintain physical conditions appropriate to the performance of assigned duties and responsibilities which may include the following;

· Sitting for extended periods of time

· Operating assigned equipment

Maintain mental capacity which permits:

· Making sound decisions and using good judgment

· Demonstrating intellectual capabilities

Effectively handle work environments and conditions which involve:

· Working closely with others

· Working in a multi-task environment

Maintain effective audio-visual discrimination and perception needed for:

· Making observations

· Reading and writing

· Operating assigned equipment

· Communicating with others

ACCIDENT PREVENTION PROGRAM

Required to follow all department’s safety regulations/ policies and procedures
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