JOB
DESCRIPTION

PHENIX CITY

JOB IDENTIFICATION
Job Title: | Administrative Assistant Pay Grade: |EAP 6
Department: | ENG/PW Administration FLSA Status: |Non-Exempt
Location: | Engineering Office Reports to Position: |Office Manager
Effective Date: |4/30/2026

JOB SUMMARY

Under general direction assists in preparing departmental budget and performs routine administrative
tasks; serves as resource person; answers multi-line telephone, directs calls or takes messages, greets
visitors and provides information; prepares requisitions to request purchase orders to purchase materials
and supplies; prepares payment request forms, drafts and prepares letter, memoranda and
correspondence; enters worksheet information into computer ; creates filing system, files and retrieves
materials and electronic documents as needed; compiles and prepares various reports and forwards to
appropriate personnel and performs additional tasks in support of the departments administration as
needed or upon request. In addition serves as the relief dispatcher for Engineering and Public Works.

ESSENTIAL JOB DUTIES AND/RESPONSIBILITIES

The following duties are normal for this position. The omission of specific statement of the duties
does not exclude them from the classification if the work is similar, related, or a logical assignment
for this position. Other duties may be required, assigned and expected aside from those set forth
below to address operational needs and changing operational practices.

 Performs routine administrative tasks such as filing, document production, purchasing, etc.

* Assists in preparing annual departmental budget.

» Answers multi-line telephone, directs calls or takes messages.

* Provides visitors and callers with detailed information or directions and refers to appropriate
department or personnel.

 Coordinates with sales representatives on purchasing materials and supplies for the department.
* Relief dispatcher for vacations / time off.

* Prepares requisitions and forwards to finance department for issuance of purchase orders.

* Prepares requisitions to request purchase order to cover materials, supplies or services needed by the
department.

* Prepares request for payments and forwards to finance department.




* Drafts and prepares letters, memoranda and correspondence.

* Prepares and issues memos to the divisions regarding fuel price changes.

» Maintains file of refuse disposal records.

* Receives daily Landfill Report and permits, calculates cubic yardage dumped and posts information to
Quarterly ADEM Report.

» Maintains file of vehicle and equipment service maintenance records.

» Maintains file of letters, correspondence, faxes sent out and received.

* Prepares and maintains monthly City Fuel Reports and shop charges and forwards copy to
appropriate departments and also to Accounting.

* Prepares monthly Fuel Usage Per Department Report and Fuel inventory Report.

» Contacts vendor to obtain quotes for performing quarterly Explosive Gas and Ground Well
Monitoring at the City Landfill; when this test is performed forwards a copy to ADEM.

* Orders materials and supplies for the Public Works Department as required.

* Is responsible for issuing fuel keys to individuals as required and monitors fueling system to ensure
proper operation for use in City vehicles and APEC Buses.

» Troubleshoots fuel system errors or contacts technical support for assistance.

 Contacts suppliers and purchases fuel for the City.

* Prepares bid requests for purchase of big ticket items to include vehicles, equipment and/or services
exceeding specified amount as outlined in the Alabama Bid Law and may be asked to attend bid
opening.

» Backup for Office Manager during their absences and assist with payroll, accident reports, purchase
« order requests and personnel issues.

» May also be asked to perform additional tasks in support of the department as needed or upon request.

QUALIFICATIONS

Education and Experience Guidelines
Any combination of education and experience that would likely provide the required knowledge
and abilities is qualifying. A typical way to obtain the knowledge and abilities required for this
position would be:

Education and Training

High school/G.E.D and two (2) years specialized training in office administration or closely related area.

Experience

Have three (3) years increasingly responsible supervisory or leadership experience, OR have equivalent combination
of training and experience.

Licenses or Certification Required

Valid Driver's License from State of Residence.

The following generally describes the knowledge and abilities required in order to successfully
perform the assigned duties of the position:
Knowledge of:

» Concepts and principles of office administration including budgeting, accounting and financial
management, organization, procedures, equipment, work methods, personnel, and managing
work flow.

» Administrative requirements of the Engineering/Public Works Department.

» Administrative policies and rules of City of Phenix City.

» Use, operation and capabilities of office equipment and communication systems.

» Database, word processing, spreadsheet and accounting software.




Ability to:

» Comprehend regulations, guidelines, budgets, proposals and similar moderately complex
material.
» Write and spell in order to produce clear written material.

» Compose various types of letters and memoranda, some of which may involve sensitive issues.
Verbally communicate in order to interpret policies and procedures, instruct administrative staff

and converse with personnel.
» Perform a full range of financial calculations and solve numerical problems involving ratios,
proportions, means and related calculations.

* Operate office equipment and machines including computer, typewriter, fax machine and
copier. Establish and maintain effective working relationships with Engineering/Public Works
staff, City Staff and the general public.

» Work from direction where general objectives are established.
» Work in a constant state of alertness and in a safe manner.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully
perform the essential functions of this job. In compliance with the Americans with Disabilities Act,
the City encourages both prospective and current employees to discuss potential accommodation

needed to perform the essential duties of this position.

Environment: Mostly indoor office environment.

Physical Demands: See Accompanying Page

Key Working Relationships: Engineering/Public Works Staff, other City Staff & public.

APPROVAL/ACKNOWLEDGEMENT

Department Head Title Date
HR Director

Human Resources Director Title Date
City Manager

City Manager Title Date

Incumbent Employee Printed Name and Signature Date




PHYSICAL REQUIREMENTS — Administrative Assistant

Rare Occasional Frequent Continuous Rare Occasional Frequent Continuous
0%-10% 11%-33% 34%-66% 67%-100% 0%-10% 11%-33% 34%-66% 67%-100%
of the time of the time of the time of the time of the time of the time of the time  of the time
LIFT/CARRY EQUIPMENT USE & OPERATION
1-10 lbs [l Motor Vehicle D
Heavy Equipment
11-20 lbs [ (Backhoe, dump []
truck)
21-501bs D Large Apparatus
(Fire Truck, Street D
51-75 Ibs [] Sweeper)
Small Equipment
76-100 Ibs (] (Mower) ]
Handheld
tool/equipment
PUSH/PULL (tamps, weed D
eaters, shovel)
1-10 Ibs []
WORK WITH/NEAR
11-20lbs |:| Machinery o
Electricity 0
21-50 lbs D Power Tools v
Impact Tools o
51-75 Ibs ] Chemicals o
Fumes !
76-100 Ibs [] Heights .
ENVIRONMENT
MOVEMENT indoors -
Bend/Stoop/ D Outdoors o
Twist Extreme Heat o
Crouch/ D Extreme Cold !
Squat Dusty v
Excessive Noise 0
Kneel/Crawl D Other (explain)
Reach Above
Shoulders D
Reach Below D ENDURANCE
Shoulders Task | Hours at One Time | Total Hours in an 8 Hour Day
Repetitive D Sit 3 8
Arm Use Stand 1 3
Repetitive D an
Wrist Use Walk 1 1
Repetitive = ST : PP
Hand Use Additional Considerations (including clarification of any of the
a) grasping D above)
b) squeezing D
Climb
Stairs/Ladder D
Uneven
Walking D
Surface
Even Walking
Surface D
HEARING/VISION/DEXTERITY
N/A AVERAGE Low
Hearing Acuity D
Visual Acuity D
Manual dexterity D
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	JOB SUMMARYRow1: Under general direction assists in preparing departmental budget and performs routine administrative tasks; serves as resource person; answers multi-line telephone, directs calls or takes messages, greets visitors and provides information; prepares requisitions to request purchase orders to purchase materials and supplies; prepares payment request forms, drafts and prepares letter, memoranda and correspondence; enters worksheet information into computer ; creates filing system, files and retrieves materials and electronic documents as needed; compiles and prepares various reports and forwards to appropriate personnel and performs additional tasks in support of the departments administration as needed or upon request. In addition serves as the relief dispatcher for Engineering and Public Works.
	Ability to: Comprehend regulations, guidelines, budgets, proposals and similar moderately complex material. 
Write and spell in order to produce clear written material. 
Compose various types of letters and memoranda, some of which may involve sensitive issues. Verbally communicate in order to interpret policies and procedures, instruct administrative staff and converse with personnel.  
Perform a full range of financial calculations and solve numerical problems involving ratios, proportions, means and related calculations.  
Operate office equipment and machines including computer, typewriter, fax machine and copier. Establish and maintain effective working relationships with Engineering/Public Works staff, City Staff and the general public. 
Work from direction where general objectives are established.
Work in a constant state of alertness and in a safe manner.
	Date_2: 
	Date_3: 
	Date_4: 
	Total Hours in an 8 Hour DaySit: 8
	Hours at One TimeStand: 1
	Total Hours in an 8 Hour DayStand: 3
	Hours at One TimeWalk: 1
	Total Hours in an 8 Hour DayWalk: 1
	undefined_3: 
	Essential Duties: Performs routine administrative tasks such as filing, document production, purchasing, etc.
Assists in preparing annual departmental budget. 
Answers multi-line telephone, directs calls or takes messages. 
Provides visitors and callers with detailed information or directions and refers to appropriate department or personnel.  
Coordinates with sales representatives on purchasing materials and supplies for the department. 
Relief dispatcher for  vacations / time off. 
Prepares  requisitions  and forwards  to  finance  department  for issuance of purchase orders. 
Prepares requisitions to request purchase order to cover materials, supplies or services needed by the            department.
Prepares request for payments and forwards to finance department.
	Essential duties 2: Drafts and prepares letters, memoranda and correspondence.  
Prepares and issues memos to the divisions regarding fuel price changes.
Maintains file of refuse disposal records. 
Receives daily Landfill Report and permits, calculates cubic yardage dumped and posts information to Quarterly ADEM Report. 
Maintains file of vehicle and equipment service maintenance records. 
Maintains file of letters, correspondence, faxes sent out and received.  
Prepares and maintains monthly City Fuel Reports and shop charges and forwards copy to                                      appropriate departments and also to Accounting.  
Prepares monthly Fuel Usage Per Department Report and Fuel inventory Report. 
Contacts vendor to obtain quotes for performing quarterly Explosive Gas and Ground Well                        Monitoring at the City Landfill; when this test is performed forwards a copy to ADEM.
Orders materials and supplies for the Public Works Department as required. 
Is responsible for issuing fuel keys to individuals as required and monitors fueling system to ensure proper operation for use in City vehicles and APEC Buses. 
Troubleshoots fuel system errors or contacts technical support for assistance. 
Contacts suppliers and purchases fuel for the City. 
Prepares bid requests for purchase of big ticket items to include vehicles, equipment and/or services exceeding specified amount as outlined in the Alabama Bid Law and may be asked to attend bid opening. 
Backup for Office Manager during their absences and assist with payroll, accident reports, purchase 
order requests and personnel issues.
May also be asked to perform additional tasks in support of the department as needed or upon request.
	Knowledge: Concepts and principles of office administration including budgeting, accounting and financial management, organization, procedures, equipment, work methods, personnel, and managing work flow. 
Administrative requirements of the Engineering/Public Works Department.  
Administrative policies and rules of City of Phenix City. 
Use, operation and capabilities of office equipment and communication systems. 
Database, word processing, spreadsheet and accounting software.  
	Hours at One TimeSit: 3
	Environment: Mostly indoor office environment.
	Key Working Relationships: Engineering/Public Works Staff, other City Staff & public.
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