HIDALGO COUNTY

HUMAN RESOURCES DEPARTMENT

Job Title:
Administrative Aide  

FLSA Status:
Non-Exempt

Department 
190-002


Civil Service Status:
Non-Exempt

JOB SUMMARY

Must provide clerical support for the administrative staff of the Human Resources Department, including answering telephones, greetings visitors, taking applications, making appointments, referrals, typing and filing. Employee must perform rotating duties as a receptionist and file clerk as directed. 

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Greets and assists visitors in a friendly and courteous manner.

· Answers telephone, makes referrals, takes messages and directs incoming calls appropriately.

· Receives and logs incoming applications

· A types form, correspondence and other materials as generated by department staff, proofreads all work for accuracy and neatness.

· Checks, classifies or alphabetizes materials in order to file all correspondence and applications.

· Duplicates, collates and prepares for mailing department reports, lists, correspondence, etc.

· Maintains department copy machine.

· Posts vacancy listing to various county locations.

· Answers telephone and greet the public in a friendly and courteous manner.

· Speaks in a clear and understandable manner and writes legibly.

· Runs errands to courthouse, payroll, post office and other work related areas.

· Performs other duties as requested.

· Sets up conference room for testing and/or meetings as assigned. 

· Ability to work well with others.

· Regular attendance is a must

· Performs such other duties as may be assigned.

· Individual selected for this position must be able to work overtime or adjust work hours to meet the needs of the department.
QUALIFICATIONS 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.  Individual selected for this position must be able to work overtime or adjust hours to meet the needs of the department.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE

· High school diploma or GED; plus

· Two (2) years of clerical/receptionist experience OR

· One (1) year of clerical/receptionist and minimum 30 college hours

CERTIFICATES, LICENSES, REGISTRATIONS

· Employee must have a current valid Texas Motor Vehicle Operators license and current liability insurance.

· Must be able to be insured by the County’s insurance carrier.

· Bilingual is preferred.

OTHER SKILLS AND ABILITIES

· Working knowledge of business English, Spelling, and Arithmetic; office practices and procedures; departmental rules and regulations.

· Ability to understand and carry out oral and written instructions and to request clarification when needed.

· Ability to maintain established records and files.

· Ability to meet the public well and to deal effectively with questions or problems, seeking assistance when needed.

· Ability to establish and maintain effective working relationships with co-workers, employees, and officials in other departments.

· Ability to accurately type a minimum of (40) wpm.

· Good working knowledge of English, Grammar, Punctuation, Spelling style, etc.

· Bilingual Preferred.

· Ability to operated standard office machines.

· Knowledge of office procedures.

· Ability to demonstrate ability to learn to operate a computer.

· Employee may be assigned other duties in addition to those listed; duties may change according to the changing needs of the County.

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.  

While performing the duties of this job, the employee is required to talk or hear.  The employee is required to walk; use hands to finger, handle or feel objects, tools or controls, reach with hands and arms and stoop or kneel.

The employee must occasionally lift and/or move up to twenty-five (25) pounds.  Specific vision abilities required by this job include close vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

The noise level in the work environment is usually moderate.

SAFETY REQUIREMENTS

Maintain physical condition 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 a work environment 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 departments’ safety regulations.
