00251

Administrative Coordinator - Hourly
Grade:  H04

FLSA: Non-Exempt

Date:
10/20

Job Summary:  Performs a wide variety of clerical tasks to support office operations in assigned department/s; performs other duties as assigned.


Essential Functions:
1. Answers incoming calls and redirects appropriately; takes and delivers messages,

2. Greets visitors and assists visitors and staff with any inquiries;

3. Maintains and manages records relevant to the department;

4. Provides clerical support in assigned department, including, but not limited to: typing and copying correspondence; maintaining office schedules, logs, records, files, and databases; and receiving and delivering office correspondence, mail, and packages;

5. May:

· maintain and order office supplies; keep track of petty cash; track paid invoices and account balances; 

· track and submit employee time sheets and leave slips to the payroll office;

· maintain office equipment;

6. Performs other duties as assigned.


Required Knowledge, Skills, and Abilities:  

1. Ability to gain working knowledge of St. Mary’s County Government policies and procedures;

2. Ability to act as a representative of St. Mary’s County Government to the public;

3. Ability to learn how to operate office equipment – copier, fax machines, multiple phone lines;

4. Ability to effectively communicate with other staff members;

5. Ability to learn how to operate relevant computer systems, including hardware and software and simple office machines;

6. Basic math and language skills.


Education and Experience: 
7. High school diploma or G.E.D.;

8. Six months or more of related experience;

9. Or equivalent technical training, education, and/or experience.

Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe workplace practices with office equipment, and/or avoidance of trips and falls. 


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.

I certify that this is an accurate statement of the essential functions and responsibilities of this position.
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HR Representative
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Your signature below indicates that you have received a copy of this position description.
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