MADERA COUNTY MOSQUITO & VECTOR CONTROL DISTRICT

POLICY TITLE: Job Description — Administrative Assistant
POLICY NUMBER: 2325

Summary: Performs secretarial work. Performs office functions of the vector control agency.
as required.

Reports to: Secretary/ Bookkeeper

Essential Duties and Responsibilities include the following. Other duties may be
assigned.

Assist the Secretary/ Book Keeper in preparing correspondence, forms and reports.

Answers routine questions received from the general public; documents service requests
received and keeps a record thereof.

Competency:
To perform the job successfully, an individual should demonstrate the following competencies:

Analytical - Synthesizes complex or diverse information; Collects and researches data; Designs
work flows and procedures.

Problem Solving - Identifies and resolves problems in a timely manner; Develops alternative
solutions; Works well in group problem solving situations; Uses reason even when dealing with
emotional topics.

Project Management - Completes projects on time and budget; Manages project team activities.

Technical Skills — Demonstrates knowledge of standard office methods, equipment and
correspondence. Demonstrates general knowledge of acceptable bookkeeping methods and
practices. Shares expertise with others.

Customer Service - Manages difficult or emotional customer situations; Responds promptly to
customer needs; Solicits customer feedback to improve service; Responds to requests for
service and assistance; Meets commitments.

Interpersonal - Maintains confidentiality.

Oral Communication - Speaks clearly and persuasively in positive or negative situations; Listens
and gets clarification; Responds well to questions; Demonstrates group presentation skills;
Participates in meetings.

Team Work - Balances team and individual responsibilities; Exhibits objectivity and openness to
others' views; Gives and welcomes feedback; Contributes to building a positive team spirit; Puts
success of team above own interests; Able to build morale and group commitments to goals and
objectives; Supports everyone's efforts to succeed; Recognizes accomplishments of other team
members.



Written Communication - Writes clearly and informatively; Edits work for spelling and grammar;
Presents numerical data effectively; Able to read and interpret written information.

Leadership - Exhibits confidence in self and others; Inspires and motivates others to perform
well; Effectively influences actions and opinions of others; Inspires respect and trust; Provides
vision and inspiration to peers and subordinates; Gives appropriate recognition to others;
Mobilizes others to fulfill the vision.

Cost Consciousness - Works within approved budget; Develops and implements cost saving
measures; Conserves organizational resources.

Diversity - Demonstrates knowledge of EEO policy; Shows respect and sensitivity for cultural
differences; Educates others on the value of diversity; Promotes a harassment-free
environment.

Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works with
integrity and ethically; Upholds organizational values.

Organizational Support - Follows policies and procedures; Supports organization's goals and
values; Supports affirmative action and respects diversity.

Adaptability - Adapts to changes in the work environment; Able to deal with frequent change,
delays, or unexpected events.

Attendance/Punctuality - Is consistently at work and on time; Ensures work responsibilities are
covered when absent; Arrives at meetings and appointments on time.

Dependability - Follows instructions, responds to management direction; Takes responsibility for
own actions; Keeps commitments; Commits to long hours of work when necessary to reach
goals.

Innovation - Meets challenges with resourcefulness.

Judgment - Displays willingness to make decisions; Exhibits sound and accurate judgment;
Supports and explains reasoning for decisions; Includes appropriate people in decision-making
process; Makes timely decisions.

Planning/Organizing - Prioritizes and plans work activities; Uses time efficiently; Sets goals and
objectives; Organizes or schedules other people and their tasks.

Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats
others with respect and consideration regardless of their status or position; Accepts
responsibility for own actions; Follows through on commitments.

Quiality - Demonstrates accuracy and thoroughness; Monitors own work to ensure quality.

Safety and Security - Observes safety and security procedures; Determines appropriate action
beyond guidelines; Reports potentially unsafe conditions; Uses equipment and materials

properly.



Qualifications:

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/Experience:
High school diploma or general education degree (GED) plus working towards or completed two
years of college with major work in business or a closely related field.

General Knowledge/Ability:

Wide knowledge of standard office methods, equipment and correspondence; general
knowledge of bookkeeping methods and practices. Ability to independently carry varied
responsible clerical assignments.

Language Ability:

Ability to read, analyze, and interpret general business periodicals, professional journals,
technical procedures, or governmental regulations. Ability to write reports, business
correspondence, and procedure manuals. Ability to effectively present information and respond
to questions from groups of managers, clients, customers, and the general public.

Math Ability:
Ability to calculate figures and amounts such as discounts, interest, commissions, proportions,
percentages, area, circumference, and volume. Satisfactory completion of high school algebra
and geometry.

Reasoning Ability:

Ability to solve practical problems and deal with a variety of concrete variables in situations
where only limited standardization exists. Ability to interpret a variety of instructions furnished in
written, oral, diagram, or schedule form.

Computer Skills:
To perform this job successfully, an individual should have knowledge of Word Processing
software; Spreadsheet software; Human Resource systems and Database software is a plus.

Certificates and Licenses:

Must possess valid California driver’s license. "Certified Technician - Mosquito Control"
Certificate of competence issued by the State of California, Department of Health may be
required.

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 moderate.

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 must occasionally lift and/or move up to 10 pounds. While performing the duties
of this Job, the employee is regularly required to sit; use hands to finger, handle, or feel and talk
or hear. The employee is occasionally required to stand and walk.

Employees are responsible for maintaining their physical condition in a state that will not prevent
them from performing the duties of their position or increase the danger or likelihood of injury on
the job.



