HYRUM CITY

POSITION DESCRIPTION

(NON-EXEMPT)

POSITION TITLE: Secretary/Receptionist


DATE OF REVIEW: 08/15/15








APPROVED BY: __________________









DEPARTMENT BRACH: City Office

POSITION RELATIONSHIPS:

POSITION REPORTS TO:


POSITIONS DIRECTLY SUPERVISED:
City Administrator



None

POSITION PURPOSE:

Responsible for providing a variety of secretarial and receptionist duties.  Receive telephone calls and walk-in customers.  Provide customer service, including answering questions, taking payments and researching records. 

Prepares, types, and assembles various documents and records

NATURE AND SCOPE:

This position requires a high level of secretarial skill to ensure the proper maintenance and dissemination of information.  Excellent organizational abilities, professionalism in communication, and attention to detail are vital to the successful execution of this position.  Flexibility and a willingness to perform a wide range of tasks are also critical.

ESSENTIAL FUNCTIONS AND BASIC DUTIES:

1. Responsible for the effective and efficient performance of receptionist/secretarial functions.

a. Receives and/or directs visitors and telephone calls.  Records and relays messages.
b. Provide customer service in accordance with established City policies and procedures.

c. Provide various types of customer service including taking payments, copying, researching records, and assisting with inquires.
d. Send out committee memos for Youth Council, Library Board, Safety Committee, etc.
e. Prepares, types, and assembles a variety of documents and records.

f. Monitors key checkout.  Collects or makes keys as necessary.  Keeps key list updated.

g. Schedules buildings and bills for their use.  Records deposit collections and processes voucher refunds.  Coordinates with building custodians.  Installs time schedules in building for working hours and for people who have rented rooms and buildings.
h. Organizes and schedules annual dog clinic.  Orders dog licenses and receipt books.   Prepares and update the dog license list and maps.
i.
Assists with community activities as assigned.

j.
Filing documents, updating file index, schedule document retention period is compliance with
GRAMA.


k.
Update and maintain City’s website with current information and help create pages for other departments.
l.
Assist as needed with City Council and Planning Commission Meetings by attending meetings and preparing minutes.

m.
Other duties as assigned.
2. Responsible for maintaining effective business relations with customers and citizens.
a. Communicates clearly and promptly with callers and visitors.

b. Provides various types of customer service including taking payments, copying, researching records, and assisting with inquires.
c. Promotes good will and conveys a positive image of the City.

3. Responsible for establishing and maintaining effective working relations with City personnel and management.
a. Assists and supports City personnel as needed.  Prepares flyers, letters, and/or calls citizens for water and electric service shut offs and tree trimming projects.
b. Coordinates functions with related departments.
c. Orders signs, supplies, and other materials for City Personnel.
d. Keeps management informed of area activities and of any significant concerns.
4. Responsible for related duties as required or assigned.

a.
Typing as required for city personnel.

b.  
Work extra hours when needed.

d.
Assists and supports other personnel as needed.


e.
Attends meetings as required.


f.
Runs errands and processes mail as required.


g.
Checks buildings on weekends as scheduled.


h.
Clean work area.


i.
Clean and organize supply cabinets, front counter bins, and drawers as assigned.

j.
Clean computer room as assigned.


k.
Other duties as assigned.
PERFORMANCE MEASUREMENTS:
1. Telephone calls and visitors are courteously and promptly received.  A high, professional level of customer service is maintained.

2. Documents produced are accurate, neat, and timely.  Records are current and correct.

3. Assigned functions are completed in accordance with City standards and policies.

4. Payments are entered correctly with no accounting errors.


5. Good communication and coordination exist with City personnel and with management.  Assistance and support are provided as needed.  Management is appropriately informed.

QUALIFICATIONS:

Training/Education/Certification:

· High School graduate or equivalent.  Experience as receptionist/secretary is helpful.
Required knowledge:

· Knowledge of City policies and procedures.

· Knowledge of City Code Book.

· Extensive knowledge of computer software – Excel and Word
Experience Required/Preferred:

· Two to three years related experiences preferred.
Skills/Abilities:

· Excellent interpersonal and public relation skills

· The ability to write with correct grammar and punctuation.

· Well organized.

· Accurate typing skills.
· Ability to perform multi tasks as required
· Learn Quickly.
· Gets along well with others.
· Excellent customer service skills.
Signed:____________________________________

Date:_________________

