League of Oregon Cities

JOB DESCRIPTION
Position Title: Administrative Assistant Date: December 2024
Focus Area: Receptionist
Department: Operations Department
Accountable to: Chief Operating Officer

Supervision Exercised: None

Classification Status: Non-Exempt / Regular Full-time / Grade 10

Primary Objectives of the Position

Assists the organization and its various departments under the supervision of the Chief Operating Officer, by
providing administrative support to the organization as a whole, while serving as the organization’s sole
receptionist. Administrative tasks are intended to assist in the coordination of LOC programs, events,
information, correspondence, schedules and data.

Receptionist Duties

Responsibilities as receptionist include answering phones, screens and routes incoming calls and
general voicemail messages, to greet visitors and respond to routine inquiries with excellent customer
service. Collects and processes incoming and outgoing mail, including processing large mailings.
Manages LOC email inquiries and correspondence by responding or routing emails to appropriate staff
to respond. Track messages and ensure follow-up is managed according to LOC policies.

Responsible for maintaining keys to the vehicle(s) and storage rooms; ensures security; maintains
organization’s vehicles by ensuring proper preventative maintenance and cleaning occurs.

Maintains the inventory of office and kitchen supplies; and, is responsible for office equipment
(copiers, printers) including working with vendors, maintaining supplies and troubleshooting. Must be
able to track processes and communicate with staff regarding needs and updates of equipment.
Responsible for filing, copying, preparing and organizing documents, reports, and presentations.
Assist with travel arrangements for LOC staff. Assist with new employee onboarding or training
materials.

Administrative Duties

Assist, as needed, with bookkeeping tasks such as entering accounts payable information, processing
bank deposits, managing petty cash, and receiving and processing payments received for membership
dues and registrations fees. May be required to back up Administrative Assistant-Finance/Board of
Directors position.

Provides administrative support for LOC committees; schedules meetings, prepares meeting packets,
conducts research, takes minutes, and performs other related administrative tasks.

Membership and Engagement Duties

Support the Membership and Engagement team with membership drives, city updates, and data entry,
ensuring accurate and timely processes.

Maintain and update the membership database, perform regular data cleaning, run system updates, and
generate reports as needed.

Provide administrative support for events, meetings, and trainings, including managing registrations,
assisting attendees, processing invoices, coordinating logistics (e.g., catering, room reservations), and
preparing materials like sign-in sheets, name badges, and surveys.



Additional Expectations

Maintains cooperative working relationships with staff, members, other organizations, and the public.
e Follows all safety rules and rules for work areas.
Demonstrates professionalism in communications, work habits, and attire; commitment to customer
service and growth of the organization; a positive attitude; and regular office attendance.
o Performs other related duties as assigned.

Screening Criteria

Education and Experience
High School Diploma or equivalent
AND
One year of general office experience, including receptionist experience.
OR
Any equivalent combination of education and experience which ensures the ability to perform the essential
functions of the position.

Necessary Special Requirements
e Possession of a valid driver license accepted in the state of Oregon and proof of acceptable driving
record.

Knowledge, Skills, and Abilities

o Knowledge of general office practices and procedures to include filing systems, scheduling, and record
management.

e Strong written and verbal communication for emails, reports, phones, and client/employee/vendor
interactions.

o  Work effectively and professionally with the public, coworkers, and elected officials in a friendly,
courteous and cooperative manner
Ability to work independently to complete assigned tasks.

e Ability to exercise initiative and judgment in completing tasks and responsibilities while maintaining
flexibility to adapt to changing priorities and manage multiple tasks simultaneously within compressed
timeframes

e Proficiency in computer skills and use of tools such as Microsoft Office programs including Office,
Word, Excel, and PowerPoint; or Google Docs.

e Basic understanding of invoicing, data processing, and expense reporting.

e Highly organized and accountable with an ability to understand and carry out oral and written
instructions and procedures.

e Ability to demonstrate creativity and willingness to experiment with new ideas.

Skilled in multitasking; ability to handle multiple responsibilities in a fast-paced environment.

e Skilled in the use of office equipment (printers, copiers, etc..) and specialized software (CRM, project
management tools).

e Ability to handle sensitive information with care and integrity.

e Ability to work occasional extended hours as required by operational needs.
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(N) Never: Not required and not done on the job.

(R) Rare: May be required on a very infrequent basis; less than 1% work shift; may occur 1 — 5
times/minutes per shift.

(O) Occasional: Occurs between 1% — 33% of an 8-hour work shift; total of up to 2.5 hours per 8-hour shift.

(F) Frequent:  Occurs between 34% - 66% of an 8-hour work shift; total of between 2.6 hours to 5.0 hours per
8-hour shift.

(C) Continuous:Occurs between 67% to 100% of an 8-hour shift; total of between 5.1 hours to 8.0 hours per
8-hour shift.

WORKING CONDITIONS
Are there particular working conditions associated with this position which should be noted? Check or list below,
indicating frequency for each condition (N, R, O, F, C — refer to Frequency Definitions above):
N R O F C Condition Comments/Detail (if applicable)
(1] OO O [ X Indoors Usual office working conditions
X [0 [ [0 [ Outdoors
0 O X [ [0 Extended work hours
X [0 [0 [ [ Travel to multiple worksites
[J] O X [0 [0 Low background noise
0 X O O [ Moderate background noise
X [0 O O [O Highbackground noise
X [0 OO [ [0 Fumes/odors
X [0 [0 [0 [ Dust
X [0 [0 [ [0 Varied/extreme temperatures
X O OO O [ Cramped workspace
X OO0 O O [O Exposuretohazardous materials
X OO0 O [ [ Personalprotective equip.
required
L] O O O [ Other (specify)

MATERIALS AND EQUIPMENT USED
Are there particular materials and/or equipment used with this position which should be noted? Check or list below,
indicating frequency for each condition (N, R, O, F, C — refer to Frequency Definitions above):
N R O F C Condition Comments/Detail
1] O O X [ Computer
(1 [ [0 X [ Mouse/Trackball
] Izl (1] [0 [ Ten Key/Calculator
[J 00 00 B [] Copier
[1] [0 X [0 [ FaxMachine
O 0O O X [] E-mail
[1 [0 O X L[] Telephone
XI 0 [0 [ [0 HandTools
OO X O O %ﬂomobile (company [X] personal
)
L] O O O [ Other (specify)
C1 OO0 0O [0 [ Other (specify)
PHYSICAL DEMANDS
Are there particular physical demands associated with this position? Check or list below, indicating frequency for
each condition (N, R, O, F, C — refer to Frequency Definitions above):
N R O F C Physical Demand Description (if O, F, or C checked)
OO X O O Standing




Walking

Sitting

Driving

Lifting/Lowering (Max: 50 Avg. 25 1bs.)
with assistive equipment?

Yes X No[]

Carrying (Max: 20 Avg. 5 Ibs.)

Pushing (Max: 50 Avg. 25 1bs.)

Pulling (Max: 50 Avg. 25 lbs.)

Climbing (Max height: 18”)

Stairs

Balancing

Stooping

Twisting

Kneeling

Crouching

Crawling

Reaching overhead

Reaching shoulder level

Handling

Pinching

Grasping

Wrist motion

Speaking

Hearing

Seeing

Writing

Depth Perception

Color Vision

Other (specify)

OOUXOOUUooUoUooYxXXioOoooood O o jgod
OOXOOOOUUUUXXOOONNXNXNXN XXX X Ods
OOOoooooopooooooooooooopooLg 0 xOox
OOoOOXOOUXXXXOOQooooooooood o OXid
OOUOUONXXOLDUOUooouooooooooQ. O o jgod

Other (specify)
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