MARION COUNTY
Job Description
[bookmark: _Hlk144304583]Job Title: Administrative Assistant to Judge
Department: County Judge  | Reports To: County Judge

SUMMARY: 
The Administrative Assistant is essentially the representative for the County Judge and plays a significant role in the lasting impression of visitors to the office. Additionally, this person answers the phone, has frequent contact with the public, and various Elected Officials. All office functions must be performed efficiently and in a professional manner and each situation must be handled according to the County, State and Federal policies and guidelines.
ESSENTIAL DUTIES AND RESPONSIBILITIES The duties and responsibilities included are not intended to be all – inclusive, other responsibilities and duties performed that are related, as assigned by Marion County- County Judge as the need arises. 
· Must:
· Be a Team Player.
· Possess the professional and diplomatic skills to greet visitors, answer phone, and resolve problems with a courteous and helpful attitude. 
· Have knowledge of what services are provided by County offices and departments to provide accurate and appropriate information to callers and visitors. 
· Maintain the highest degree of confidentiality pertaining to all types of communication.
· Perform:
· Computer entry such as entering all deposits, logs, and affidavits. 
· Other secretarial duties which include work processing, data entry, photocopying, faxing documents, filing, preparing, and mailing correspondence.
· Answer up to 50 telephone calls per day and direct or take messages as required. 
· Must maintain the highest degree of confidentiality pertaining to all types of communication. 
· Create:
·  Affidavits for accounts payable.
· Distribute payroll sheets for all departments under the County Judge
· Treat all citizens of Marion County in a professional and ethical manner.
· Prepare, type, and file documents IE line-item transfer, court orders, ordinances
· Open and distribute all incoming mail to the proper departments under the County Judge.
· Maintain:
· Office equipment in working condition. Call for service and/or repair as required
· Adequate supplies for the office. Reorder as necessary. Obtain purchase orders when required. 
· Filing system for the office to include all files, unrelated papers, and county project files.
· Take complaints from the public as needed regarding county road and forward the information on to the Road Foreman  
· Complete deposits for the Transfer Station and log in spreadsheet
· Resolve problems and deal with citizens in a professional manner when required. 
· Schedule appointments for and communicate with the County Judge
· Setting up Courtroom for monthly Quorum Court meetings 
· Provide:
·  Assistance to other office staff and perform miscellaneous duties that may arise
· Administrative support to the County Judge
· Responsible for receiving all checks from State and Federal grant programs as well as other 
· Assist Justice of the Peace(s) with preparation of committee meetings i.e., making copies 
· Keep:
· An up-to-date working knowledge of the activities and actions of every department under the County Judge.
· A running expense sheet of all departments that work under the County Judge
· Conduct all liaison activities in a professional manner to ensure maximum cooperation between and among County and other agencies. 
· Special projects as assigned by the County Judge. Some projects require coordination with other county offices and personnel.

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. 

EDUCATION AND/OR EXPERIENCE: 
High school or GED.  Plus, specialized schooling and/or on the job education in a specific skill area, e.g., data processing, clerical/administrative, equipment operation, etc., and/or 2 years related experience and/or training or equivalent combination of education and experience as well as knowledge of county government and budgeting helpful is encouraged but not required. 

OTHER SKILLS and ABILITIES: 
The incumbent should possess accurate typing skills; have strong written and verbal communication skills; desirable to have understanding of legal terminology; must be familiar with various software applications including but not limited to Microsoft Word, Excel, and Outlook; Must possess good organizational skills.

RESPONSIBILITY FOR FUNDS, PROPERTY and EQUIPMENT: 
Prepares  daily Transfer Station deposits. Responsible for upkeep and maintenance of office equipment such as desk top computer, laptops, copier, and printer. 




COMMUNICATION SKILLS:
 Ability to effectively communicate verbally and in writing information and respond to questions in person-to-person and small group situations customers, clients, volunteers, general public and other employees of the organization. 

MATHEMATICAL SKILLS: 
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals. 

CRITICAL THINKING SKILLS:
 Ability to utilize common sense understanding in order to carry out written, oral or diagrammed instructions. Ability to deal with problems involving several known variables in situations of a routine nature. 

INITIATIVE AND INGENUITY

SUPERVISION RECEIVED:
Under general supervision where standard practice enables the employee to proceed alone on routine work, referring all questionable cases to supervisor. 

PLANNING: 
Limited responsibility with regard to general assignments in planning time, method, manner, and/or sequence of performance of own work operations. 

DECISION MAKING:
Performs work operations which permit frequent opportunity for decision-making of minor importance, and which would not only affect the operating efficiency of the individual involved but would also affect the work operations of other employees and/or clientele to a slight degree. 

MENTAL DEMAND:
 Strong mental demand. Operations requiring almost continuous attention, but work is sufficiently repetitive that a habit cycle is formed; operations requiring intermittent directed thinking to determine or select materials, equipment or operations where variable sequences may be selected by the employee. 

ANALYTICAL ABILITY / PROBLEM SOLVING:
Moderately structured. Fairly broad activities using moderately structured procedures with only generally guided supervision. Interpolation of learned things in somewhat varied situations. 

USE OF MACHINES, EQUIPMENT AND/OR COMPUTERS: 
Regular use of complex machines and equipment (desktop/laptop computer and software, office machines and equipment, etc.) 


ACCURACY:
 Probable errors of internal and external scope would have a moderate effect on the operational efficiency of the organizational component concerned. Errors might possibly go undetected for a considerable period of time, thereby creating an inaccurate picture of an existing situation. Could cause further errors, losses, or embarrassment to the organization. The possibility for error is always present due to requirements of the job. 

PUBLIC CONTACT:
 Regular contacts with patrons, within the office. May also involve occasional self-initiated contacts to patrons. Lack of tact and judgment may result in limited problems for the organization. Occasional routine contacts with persons outside the organization. This would include contacts with suppliers, mail service, etc.

EMPLOYEE CONTACT: 
Contacts of considerable importance within the department or office, such as those required in coordination of effort, or frequent contacts with other departments or offices, generally in normal course of performing duties. Requires tact in discussing problems and presenting data and making recommendations, but responsibility for action and decision reverts to others. 

SOFTWARE SKILLS REQUIRED: 
Contact Management, Spreadsheet, Word Processing/Typing, Data Entry, and 10-Key

PHYSICAL DEMANDS: 
The following physical activities 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 and expectations. Semi-repetitive, low physical. Semi-repetitive type work which requires periods of concentration for varied time cycles as prescribed by the tasks. While performing the functions of this job, the employee is frequently required to sit, full range of motion to handle or feel objects, talk or hear; and occasionally required to stand, walk. The employee must occasionally lift and/or move up to 25 pounds; frequently lift and/or move up to 10 pounds. Specific vision abilities required by this job include close vision. 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. 

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

DISCLAIMER: 
Regular attendance is mandatory for this position.
Mandatory attendance of quorum court meetings, finance, and other committee meetings as needed.□ I acknowledge that I’ve read this job description and that I can perform all of the duties without accommodations 

_________________________________				_________________
Applicant Signature							Date
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