POSITION DESCRIPTION
Position Title:
Administrative Clerk - WPC
Department: 
Public Works

Division: 
Water Pollution Control
FLSA:
Non-Exempt

Retirement:
KPERS

Date: 
March 7, 2016
GENERAL PURPOSE

Performs a variety of routine clerical, secretarial and administrative work in keeping official records, providing customer assistance, maintaining files, preparing reports, and data processing.  Provides administrative support to WPC Superintendent and other members of the WPC facility.  The individual in this position follows written and operational procedures.
SUPERVISION RECEIVED
Work is performed under the general supervision of the WPC Superintendent.
SUPERVISION EXERCISED
None.
ESSENTIAL DUTIES AND RESPONSIBILITIES
(Note:  Important duties and responsibilities may include, but are not limited to, the following)

· Receives and screens all incoming telephone calls and visitors.  Determines whether to supply the information or refer to others.

· Receives and transmits information by communications radio.  Determines nature of call, urgency, and locates staff.

· Maintains detailed daily/weekly/monthly logs, records and reports relating to sanitary sewer system for KDHE and EPA requirements, to include providing tapes and annual tracking information to Superintendent for filing with KDHE.

· Acts as custodian of departmental documents and records.

· Inputs, retrieves and maintains data through the database system for locates, sanitary sewer system, plant operations, sludge handling, storm water and plant maintenance.  Maintains information for managerial and reporting purposes.
· Responsible for creating complex charts and graphs to include compiling rainfall, flow depth and time data into baseline charts to use with KDHE Stormwater evaluations.
· Responsible for clerical reporting and administrative procedures, ensuring compliance with departmental and city policy and procedures.

· Maintains, expands, researches and disposes of administrative files.

· Responsible for supply requisitions, purchase orders and contract bids; serves as receiving agent and maintains appropriate purchasing files; follow-up on back orders; research supply manuals for cost estimates; intakes telephone bids for local purchasing; and computes cost figures and monitors budget.

· Works with timekeeping software to transfer information to time sheets, completes a compilation time report, and prepares new time cards.

· Schedules and tracks required training, testing, conferences and travel, when necessary. 

· Operates listed office equipment and machinery.

· Develops and maintains effective working relationships with the public, departmental personnel, and other City employees.

· Performs other administrative and clerical duties as assigned.

PERIPHERAL DUTIES

· Maintains records on accidents and insurance claims; provides information to Deputy City Clerk.
· Serves on City employee committees or councils as appointed or directed.

MINIMUM QUALIFICATIONS

Education and Experience:
a. Graduation from a High School or GED.
b. Two (2) years experience in performing secretarial or general office and clerical duties.

c. Ability to type 35 words per minute.
d. Extensive experience with computers and integrated software applications.

e. Experience with maps and work order management systems.

Necessary Knowledge, Skills and Abilities:

a. Working knowledge of computers and electronic data processing in a Windows-based environment such as Microsoft Word, Excel and Access.
b. Working knowledge of modern office practices and procedures.

c. Some knowledge of accounting principles and practices.

d. Skill in operation of listed tools and equipment.
e. Ability to effectively meet and deal with the public, Ability to deal with public relations efforts that may be confrontational.

f. Ability to communicate effectively verbally and in writing.

g. Ability to handle stressful situations and constant interruptions.

h. Ability to read, write and speak fluent English.

TOOLS AND EQUIPMENT USED

Multi-line telephone system, personal computers including word processing, spreadsheet and database software, printer, electronic time clock, copy machine, fax machine, scanner, base radio, 10-key calculator, and pickup truck.
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.

While performing the duties of this job, the employee is frequently required to sit and talk or hear and use hands to finger, handle, or feel objects, tools, or controls. The employee is frequently required to walk and reach with hands and arms. 

The employee must occasionally lift and/or move up to 35 pounds. Specific vision abilities required by this job include close vision and the ability to adjust focus.

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 sometimes quiet, usually noisy and occasionally can become loud.  The employee may occasionally be exposed to fumes or airborne particles in the work environment.

SELECTION GUIDELINES

Formal application and review of qualifications, education and experiences; testing which may include: written and/or practical examination, oral interview; final selection; reference check; background investigation; and post-offer medical examination to include a drug screen.

The duties listed above 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 if the work is similar, related or a logical assignment to the position.

The position description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
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