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	MISSION:
· To serve with integrity
· To partner with residents and businesses
· To preserve quality of life, economic vitality & sense of community.
	COMMUNITY VISION: We are a thriving and welcoming community known for our outstanding volunteers, schools, and businesses.  We are proud of our abundant parks, trails, summer events, and farmers market.  And we are most proud of what makes Liberty Lake truly shine – our people.

	JOB TITLE: Office Assistant 
DIRECT REPORTS: None
	STATUS: Non-Exempt (FLSA): Hourly & Eligible for Overtime
REPORTS TO: Department Director

	ROLE SUMMARY: Under the direction of a Department Director, this person primarily provides day to day administrative/purchasing and technical support.  Employee is responsible for gathering, compiling and disseminating information, and coordinating meetings for the Department Director, City Administrator, or City Staff. 



The following description outlines the role and its alignment with The City of Liberty Lake’s Mission, Vision and Values. 
These lists contain the essential job duties, functions and expectations.  However, these are not necessarily all-inclusive.  Employees may be required to perform other duties as assigned:

COMPETENCIES:
I. Professional / Inter-Personal Communications: Providing information to supervisors, co-workers, by telephone, in written form, e-mail, or in person.  
II. English Language: Knowledge of the structure and content of the English language including the meaning and spelling of words, rules of composition, and grammar.
III. Clerical: Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records, designing forms, and other office procedures and terminology.  

RESPONSIBILITIES & DUTIES:
(Note: The duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position.)
A. Prepare correspondence and other general paperwork.
B. Opening and distributing mail.
C. Interface with public both in person and over the phone to explain City ordinances and Police Department policies, programs, requirements and procedures.
D. Work on special projects, activities, research and prepares reports as directed.
E. Assist with department software applications such as Police Department website, social media, and Microsoft Office applications.
F. Assist with record keeping and filing as directed.
G. Respond to inquiries and telephone calls in a prompt and professional manner.
H. Assists with purchases and tracking of shipments
I. Compose correspondence and reports from brief instructions or notes.
J. [bookmark: _Hlk19787489]The Office Assistant is expected to perform all duties and responsibilities as described, in a professional and appropriate manner that is reflective of the Mission, Vision and Values of the City of Liberty Lake. In addition to these expectations, other duties and responsibilities may be assigned.
K. Because this Office Assistant will be stationed at the Police Department, it is expected they perform all duties and responsibilities as described with a high degree of confidentiality.

MINIMUM QUALIFICATIONS:
[Note: To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the education, certification, licensing experience, knowledge, skill and/or ability required. A combination or accumulation of applicable work-related experience and/or education may be recognized as sufficiently meeting the pre-requisites outlined below.]

Required Experience:
I. Any combination of education equivalent to high school diploma or GED, prefer a post-high school education from a technical or business college with emphasis on office management procedures, legal procedures and processes, with customer service emphasis.
II. Experience in working in the public sector with project and/or customer service interface is desired.

Required Expertise & Skills:
A. Ability to work safely; ability to communicate effectively verbally and in writing; ability to establish and maintain effective working relationships with employees, other departments and the public; ability to understand and carry out written and oral instructions.  
B. Computer literacy and experience with Microsoft office programs including Word, Excel, Outlook, etc.  Knowledge and experience in use of Adobe Professional DC desirable.  
C. A key value of the City is customer service. This position requires considerable knowledge, ability and skill in the principles and practices of excellent customer service as practiced in both the private and public sectors. It requires the ability to effectively meet and deal with the public; the ability to handle stressful situations; the ability to greet and respond to customers in a friendly, pleasant and professional manner using appropriate inflection, grammar and syntax; the ability to establish and maintain effective working relationships with employees, supervisors, and the general public; the ability to maintain a professional, courteous, and pleasant demeanor in difficult and stressful situations; and the ability to diplomatically deal with difficult people. A willingness to expend extra effort to help the public find answers or information relative to their inquiry or complaint is expected.

PHYSICAL DEMANDS & WORK ENVIRONMENT
[Note: 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.]
I. Constant Demands: Sitting, talking, hearing, seeing.
II. Frequent Demands: Standing, walking, carrying files and boxes, twisting above the waist and reaching (knees to shoulder and above shoulder), bending at waist, repetitive hand and arm motion, and fine finger manipulation in the use of a computer.
EEO STATEMENT
[bookmark: _Hlk20224027]The City of Liberty Lake is an Equal Opportunity Employer. The City of Liberty Lake does not discriminate based on race, religion, color, sex, gender identity, sexual orientation, age, non-disqualifying physical or mental disability, national origin, veteran status or any other basis covered by appropriate law. All employment is decided based on qualifications, merit, and business need.

STATEMENT OF INTENTION AND ACKNOWLEDGEMENT:
The above statements are intended to describe the general nature and level of work being performed by the individual assigned this position. This job description is not intended to be an exhaustive list of all responsibilities, duties and skills of the personnel in this position.
I have read and accept the duties and responsibilities as outlined. I have also been given the opportunity to discuss any questions or concerns regarding any or all the above directly with my supervisor prior to signing this document. Further, I agree to notify my supervisor immediately if I am unable to fulfill any or all the duties as outlined above.

I understand that the City of Liberty Lake reserves the right to revise or change this job description as the need arises. 

I have reviewed this job description and received a copy.

Incumbent Signature: _____________________________________________________________________ 	Date: ______________     
Print name: _____________________________________________________________________________
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