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214 South Love Lovington, NM  88260
 575.396.2884
administrative assistant/receptionist
Position Description
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Position Description

	Department:
	Administrative 
	
	Reports to (title):
	City Clerk

	Probationary Period
	Six months
	
	Supervises:
	N/A

	Pay Grade:
	
	
	Classification:
	Non Exempt 

	Hours/week:
	40 hrs. per week  
	
	Effective Date:
	March 15, 2015

	Type of Position:
	Full-time
	
	Revised Date:
	August 15, 2024

	

	performance EXPECTATIONS

	In performance of their respective tasks and duties all employees of the City of Lovington are expected to conform to the following:
· Uphold all principles of confidentiality and respect of all colleagues to the fullest extent.
· Adhere to all professional and ethical behavior standards inherent to the Public Sector.
· Interact in an honest, trustworthy and dependable manner with all citizens and employees of the City of Lovington. 
· Possess cultural awareness and sensitivity.
· Maintain a current, insurable driver’s license.

	POSITION PURPOSE 

	The purpose of this position is to support the overall work of the City Manager’s office

	essential Duties, functions & Responsibilities  

	· Receives and screens telephone calls and visitors, inquires about the nature and urgency of their business.  Relays messages of a confidential nature and routes calls to appropriate staff for action.

· Answers questions on the status of current projects.

· Uses tact and discretion in the amount and type of information given to various parties.

· Makes appointments for interviews.

· Serves as the assistant to the City Clerk, Finance Director, Planning & Zoning Director and City Manager 
· Sets up and maintains files of correspondence and records for current projects.

· Schedules the use of the Commission meeting room and other City operated facilities.

· Attends all City Commission and board meetings to keep minutes and prepare the final minutes for approval.

· Schedules board meetings as needed or requested.  Prepares agenda for City Commission and various board meetings.  Ensures that agendas and meeting notices are properly advertised.

· Responsible for preparing various advertisements and ensure materials are sent to appropriate vendors as needed.

· Receives employment completed applications and distributes applications to interested parties.  Gives completed applications to appropriate Department Heads.  Maintains file of rejected applications for at least three years.

· Key operator of copy and fax machines.  

· Orders office supplies for City Hall and maintains stock in storeroom.  

· Types correspondence and statistical reports and related office material into final format; types narratives, and other documents requiring familiarity with technical terminology.  

· Conducts extensive clerical research and completes data for administrative and public reports, bulletins, questionnaires, and other documents; performs analysis, drafts specific sections of statistical reports under supervision; has frequent contact with the public and City employees in the collection of data for efforts that serve mutual interests and objectives or the transmittal of public information.

· Receives mail and distributes to appropriate personnel.

· Complies with all federal, state, city, and department rules and regulations and standard operating procedures in effect.  (City of Lovington Municipal Code 2.44.050(f)).

· Other duties as assigned

	MINIMUM MANDATORY qualifications

	Experience:
	· Two (2) years direct work experience

	Education:
	· High School Diploma or GED

	Mandatory Knowledge, Skills, Abilities and Other Qualifications:
	· Read, write, speak and comprehend the English language.
· Perform simple mathematics, i.e., add, subtract, multiply, divide, and using whole numbers, fractions, and decimals.
· Extremely detailed oriented
· Ability to obtain and maintain Notary Commission 
· Ability to maintain strict confidentiality
· Proficient in Microsoft Office Suite 
· Ability to work well with the internal and external publics

· Must be able to work odd hours or overtime on occasion 
· Must be able to travel, sometimes overnight
· Ability to work standard office equipment
· Possess high level of customer service at all times.



	PREFERRED QUALIFICATIONS

	· Post-Secondary course work in related field 
· Bilingual skills in English and the Spanish language


	WORK ENVIRONMENT

	Work environment:
	The work environment characteristics described here are representative of those an employee encounters while performing the primary functions of this job. Normal office conditions exist, and the noise level in the work environment can vary from low to moderate. Limited overnight travel may be required from time to time.

	Physical demands:
	The physical demands described here are representative of those that must be met by an employee to successfully perform the primary functions of this job. While performing the duties of this job, the employee may be required to frequently stand, walk, sit, bend, twist, talk and hear. There may be prolonged periods of standing, keyboarding, reading, as well as driving or riding in transport vehicles. The employee must occasionally lift and/or move up to 20 pounds. Specific vision abilities required by this job include reading, distance, computer, and color vision. 

	Mental demands:
	There are a number of deadlines associated with this position. The employee must also multi-task and interact with a wide variety of people on various and, at times, complicated issues.



Disclaimer:  The information on this position description has been designed to indicate the general nature and level of work performance by employees in this position.  It is not designed to contain, or be interpreted as, a comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this position. Employees will be asked to perform other duties as needed.
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	acknowledgment

	I have reviewed the content of the ADMINISTRATIVE ASSISTANT TO CITY MANAGER position description and have been provided a copy of the description. I certify that I am able to perform the essential functions of this position as outlined in this description, with or without reasonable accommodation.

Describe any accommodations required to perform these functions:

	
	
	
	

			
  Employee (printed name)	  Employee (signature)

		
	  Date
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