FLOATING ADMINISTRATIVE SUPPORT POSITION PART TIME: 
TAX BILLING OFFICE/ BACKUP ADMINISTRATIVE ASSISTANT/ BACKUP UTILITY BILLING OFFICE  
 JOB DESCRIPTION TOWN OF OLIVER SPRINGS

	Position Title:
	Floating Tax Billing Office/ Floating Administrative Assistant/ Backup Utility Billing Office
	Reports To:
	City Manager

	FLSA Status
	Non-exempt
	
	Department:
	Tax Billing Office/ Utilities/ City Hall/ Library 

	Revision Date(s)
	10/21/20
	EEO Class
	Administrative Support



Sign, Date and Return to HR:  Please sign the Job Description Acknowledgement at the end of the job description & return the 
	signed Job Description to Human Resources with the balance of your new-hire packet sign-off sheets.


	[bookmark: _GoBack]JOB SUMMARY:   This is a part time position that works in a team environment providing a variety of administrative support services to four different departments.  The position helps the Office of Tax Billing with the collection and recording of all payments made to the city for, property and business taxes, court fines and miscellaneous receipts and also works for the various city hall positions in the capacity of a Floating Administrative Assistant, library opener and/or closer and/or Backup Utility Billing Office personnel. This position will perform back-up reception and phone coverage and utility billing responsibilities, provide administrative assistance for city hall and the library, and perform general clerical tasks to provide assistance and facilitate the smooth operation of important office functions.  

	

	TAX BILLING OFFICE: ESSENTIAL DUTIES AND RESPONSIBILITIES: include the following. Other duties may be assigned. To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions  
· Comply with city policies for billing and collection, property tax billing and collection and Municipal Court;
· Professionally answer phones; direct calls and take messages;
· Professionally and courteously represent the city to customers, the public and co-workers; in person, in writing, by telephone or email;
· Provide training and assistance to other employees and departments as assigned;

     Accurately and completely process the following, other related duties may be assigned:

PAYMENTS AND COLLECTIONS for CITY SERVICES:
· Receive and enter payments made to the city;
· Balance cash drawers and process payment/receipting reports daily;
· Deliver deposits to banks as assigned;
· Pursue collections of delinquent property taxes, monitor payment schedules and handle follow-up;
· Research accounts, complete reports and process for collections and write-offs;
· Provide back up for Utility Billing as needed;
COURT & TRAFFIC CLASS DUTIES:
· Record and document all steps in the judicial procedure as needed;  
· Enter and process citations from court cases;
· File tickets, set-up and maintain recording equipment for court, print payment receipts as disposition is handed down by City Judge, and set dates for traffic class as needed; 
· Receipt all monies and dispositions into computer system upon completion of court;
· Prepare required reports for regulatory agencies.

FLOATING ADMINISTRATIVE ASSISTANT: ESSENTIAL DUTIES AND RESPONSIBILITIES: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  Other duties may be assigned.
· Greet visitors and take incoming phone calls, departmental questions and requests for assistance, responding professionally, promptly and courteously whether relaying messages or handling the situation personally; 
· Provide secretarial support to the City Manager, including, but not necessarily limited to:  maintain the supervisor’s schedule/calendar, verify accuracy of employee timesheets, absences and on-call schedules, preparation of forms and booklets, and review incoming invoices for accuracy before submitting for payment;   
· Interact with City project engineers, contractors and vendors, providing assistance when necessary;  
· Schedule regular and non-routine work for the department and organize workload to ensure deadlines are met and emergencies handled promptly and effectively; 
· Prepare ordinances and resolutions for City Council meetings placed on the agenda by City Manager; 
· Assist in annual budget preparation for all departments; 
· Attend pre-bid, bid-opening, and bid-closing meetings; 
· Submit requisitions to the Purchasing Dept;  
· Attend miscellaneous meetings as directed, keep the meeting record, prepare and distribute notes/minutes of meetings as appropriate; and perform other related duties as required.  

UTILITIES OFFICE BILLING: ESSENTIAL DUTIES AND RESPONSIBILITIES: include the following. Other duties may be assigned. To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions   
· Insures compliance with city policies for utility billing and collection;
· Responds to citizens on billing and payment complaints;
· Pursues collections of delinquent utility accounts including preparation of notices; shut-off and turn-on orders; monitoring payment schedules; customer research and follow-up; preparing liens and write-offs and appearing in court to testify on the behalf of the City when appropriate;
· Provides analysis and recommendations for policy issues and changes;
· Other related duties may be assigned.

LIBRARY PERSONNEL: ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned. To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions  
· Check books and other materials in and out of the library
· Manage the placement of new materials
· Assist patrons with finding reference materials, leisure reading materials, and other library resources when asked
· Assist patrons in navigation of electronic materials, microfiche archives, and other informational requests
· Maintain Library inventory and conduct periodic inventory audits
· Assist and instruct patrons on the use of electronic databases and resources
· Perform duties associated with various applicable grant applications
· Attend required training hours as mandated by legislative act(s) and/or state or local requirements
· Interface with other libraries to facilitate inter-library loan processes
· Complies with initiatives as directed by Library Board to fulfill the strategic plan
· Complete applicable reports as required by the Town, Library Board, and/or Regional Library System
· Record and collect fines, fees, and assessments Insure cleanliness of facility and upkeep of all related equipment

	

	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.

	· Ability to become certified in the following areas within 90 days of assuming the position:
· Security Awareness Training through Criminal Justice Information Services
· Knowledge of the application of accounting principles, emphasis on municipal finance preferred; 
· Knowledge of principles and processes and strong skills in providing quality customer service;
· Knowledge of administrative, office and clerical procedures and systems;
· Ability to learn and accurately use applicable, in-house computer programs/software; 
· Ability to professionally deal with customer complaints and escalating situations;
· Intermediate to advanced skills in the use of Microsoft Office Suite;
· Skilled active listener with ability to read with understanding and speak and write clearly and effectively;
· Self-motivated and able to work in a team environment and independently with minimal supervision;
· Must pass a post-offer, pre-employment physical examination, drug test and background check; 
· Regular and predictable attendance is essential to the successful completion of the job;

	

	EDUCATION and/or EXPERIENCE:  
· High school diploma or GED, course work in business, accounting and/or finance preferred;
· Experience in a modern office using Microsoft Office Suite, a 10 key calculator and performing data entry and receipt of cash -- Cashier or Bank Teller experience is preferred;
· Experience in accounting, accounts payable, and/or accounts receivable; 
· Must have an excellent work and attendance record.

	

	LICENSES & CERTIFICATIONS:  
· Valid driver’s license;
· Maintain qualifying certifications.

	

	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.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	The employee is regularly required to see, hear and talk and perform the physical activities marked below: 
	Activity
	Check 1 column for Frequency of Occurrence

	Check Applicable Activities
	
	Occasionally
< 1/3 of the time
	Frequently
1/3–2/3 of the time
	Regularly
>2/3 of the time

	X
	Standing
	
	X
	

	X
	Walking
	X
	
	

	X
	Climbing: Stairs &/or Ladders
	X
	
	

	X
	Sitting
	
	
	X

	X
	Balancing
	X
	
	

	X
	Bending/Stooping/Kneeling
	X
	
	

	X
	Twisting
	
	X
	

	X
	Squatting
	X
	
	

	X
	Grasping/Squeezing
	
	
	X

	X
	Repetitive movements w/hands
	
	
	X

	X
	Reaching/working overhead
	X
	
	

	X
	Lift &/or carry up to 25 lbs.
	X
	
	

	X
	Push &/or pull up to 25 lbs.
	X
	
	




	

	WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

	Work is performed in an office setting, temperature controlled and well lit.  The noise level is moderate.



	Job Description Acknowledgment:  I understand that this job description is not a contract of employment between the Town of Oliver Springs and me.  Also, I understand that my duties may not be limited to those duties written in the job description, and that the Town of Oliver Springs may assign other duties as needed.  I have received a copy of the   Part Time Floating Administrative Support Position for the Tax Billing Office/ Administrative Assistant and Backup Utility Billing Office job description, have read it, and understand the essential functions of the role(s).  By signing below, I acknowledge that I can perform the essential functions of the Part Time Floating Administrative Support position job as it is described in the job description above.  

Employee Name (Please Print): ______________________________________________Date: _________________
Employee Signature:  ____________________________________________________________________________
Date (Employment, Transfer, Revised Job Description):  ______________________________________________
Sign and date job description.  Make a copy for your records. 



