CITY OF MILTON-FREEWATER

JOB DESCRIPTION: PLANNING ASSISTANT
POSITION TITLE:  PLANNING ASSISTANT

         BARGAINING UNIT:  IBEW-CLERICAL
EMPLOYMENT STATUS:  NON-EXEMPT


REPORTS TO:  COMMUNITY DEVELOPMENT SUPERVISOR, CITY PLANNER, FIRE CHIEF
                             AND SAFETY TECHNICIAN
GENERAL STATEMENT OF DUTIES:

Performs clerical work involving composing letters and reports from rough draft instructions, requiring comprehensive knowledge of departmental policies and functions; taking and transcribing minutes of meetings; maintains various departmental records; including financial statements, budgets and purchase orders; does related work as required. There are some evening and weekend work, but is a part-time position.
SUPERVISION RECEIVED:

Works under the supervision of a Department Head or Department Supervisor.

SUPERVISION EXERCISED:

Supervision is not a usual duty of this position but employee may exercise supervision over a temporary or part-time clerical assistant.

TYPICAL EXAMPLES OF WORK:

An employee in this class may be called upon to do any or all of the following:  (These examples do not include all of the tasks which the employee may be expected to perform.)

1. Types correspondence, reports, and memoranda from information supplied by rough draft, written or oral instructions, applies knowledge of departmental operations in preparing material and judgment as to format.

2. Acts as telephone and office receptionist, directs callers, applies knowledge of departmental operations in answering public inquiries; obtains information from callers for departmental records; makes appointments.

3. Works with Personal Computer in maintaining a variety of records, including information for various yearly, quarterly, monthly and weekly reports; departmental budgeting.

4. Operates various office machines in performance of assigned duties.

5. Posts to and maintains a variety of departmental records; requiring comprehensive knowledge of department operations.

6. Maintains a variety of clerical records; prepares material for filing and maintains files.

7. Serves as clerk to the Planning Commission or other City Boards and Commissions, taking and transcribing minutes of meetings and maintaining records.
DESIRABLE QUALIFICATIONS FOR EMPLOYMENT

KNOWLEDGE, SKILL AND ABILITY:

Ability to understand oral and written instructions and to act upon them accordingly.

Working knowledge of business English, spelling, punctuation and arithmetic; working knowledge of general office practices; knowledge of elementary bookkeeping methods and principles.

Considerable skill in typing statements and reports accurately.

Working knowledge of word processing and ability to learn new programs easily.

Ability to make decisions independently in accordance with established policy.

Ability to perform recurring duties with little direction and to complete new tasks with limited supervision.
Ability to use tact, judgment and courtesy in dealing with the public as well as maintain harmonious working relationships with other agencies, officials, fellow employees and the general public.

DESIRABLE EXPERIENCE AND TRAINING:

Considerable experience in office and clerical work, preferably with at least one year as a secretary.  Graduation from high school or the equivalent GED certificate, supplemented by additional training in college or business school in secretarial science, or related fields.  Any other satisfactory equivalent combination of experience and training which insures the ability to perform the work may substitute for the above.  

PHYSICAL DEMANDS:

Use of hands and fingers is required to perform the essential functions of this job. Sight is necessary to perform the essential functions of this job. Employee is frequently required to stand, move, talk and hear. The employee is frequently required to sit and work at a computer station for lengthy periods of time. The employee is occasionally required to stoop, bend, and kneel. The employee is occasionally required to lift and/or move up to 25 pounds. 

WORK ENVIRONMENT:

The work environment is moderately quiet, with an indoor office environment. Stress levels are typical of an office position with multiple deadlines.  

DISCLAIMER:

This job description does not include all essential and nonessential duties of this job. The job description is not intended, nor should it be construed as an exhaustive list of all responsibilities and duties, skills, working conditions or attributes associated with the job. 
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