City of Neptune Beach Job Description


	
	
	(Completed by HR)

	Job Title:
	Community Development Administrative Assistant
	New:          Recl: 

	Reports to (Title):
	Community Development Director 
	Job Code:  

	Department/Division:
	 Community Development 
	Grade: 

	
	
	FLSA:  NON-EXEMPT


GENERAL SUMMARY:

Under the direction of the Deputy City Manager/Planning Director.  Performs responsible work in the review, processing, and issuance of construction permits; performs clerical work in a variety of office assistance tasks requiring qualified typing skills; performs related work as required. The Administrative Assistant performs a variety of technical tasks related to the enforcement of the City's codes to achieve compliance through communication with the complainant, analyzing and interpreting the applicable code, investigating the complaint and determining the appropriate enforcement action, and pursuing legal remedies through the code enforcement board when required.  

DUTIES AND RESPONSIBILITIES:

· Exudes a positive customer service focus.

· Assists in the development of code enforcement, building permitting, and planning approvals, documents, and records. 

· Gathers, interprets, and prepares data for reports and permits; coordinates activities with other City departments and outside agencies as needed.

· Prepares a variety of departmental documents, reports, and related information for decision-making purposes; conducts research and analysis and prepares recommendations regarding permitting, planning, and code enforcement activities. 

· Provides administrative assistance to departmental staff in meeting management.

· Assembles background materials, prepares agendas, and records action items for various meetings.

· Investigates and follows up on citizen requests for service, complaints, and requests for information.

· Assists in the development of departmental notices, flyers, brochures, newsletters, media releases, news articles, and other informational materials about programs and services.

· Performs the duties listed, as well as those assigned, with professionalism and a sense of urgency.

Education and Experience:

High School diploma or equivalent.  Minimum four years general office/clerical and/or customer service experience; or any equivalent combination of related training and experience. 
Licenses and/or Certificates:

Valid Florida driver’s license. 

Knowledge, Skills, and Abilities:
· Knowledge of the principles and practices of organization, management, personnel, and financial administration in the operation of a City Government.

· Knowledge of the standard practices in the fields of local government, personnel management, budgeting, and accounting.

· Knowledge of modern office practices, procedures, systems, and equipment. Knowledge of the functions and operations of the assigned City department.

· Skill in the operation and use of a personal computer including word processing, spreadsheet, and database software; calculator; telephone; copy machine; and fax machine.
· Skill in dealing with employees and the public.

· Ability to gather and analyze data and draw conclusions.

· Ability to communicate effectively, verbally and in writing.

· Ability to prepare detailed written reports and procedures.

WORKING CONDITIONS:

The physical conditions that apply to the Worker in this job are described as follows:

	X
	
	None: The worker is not substantially exposed to adverse environment conditions: job likely consists

	
	
	of typical office work or administrative work.

	
	
	

	X
	
	The worker is subject to inside environmental conditions: protection from weather conditions but 

	
	
	not necessarily from temperamental changes (i.e. warehouses, covered loading docks, garages, 

	
	
	etc).

	
	
	

	X
	
	The worker is subject to outside environmental conditions:  no effective protection from the 



	
	
	weather.

	
	
	

	
	
	The worker is subject to extreme cold: temperatures below 32 degrees for periods of more than 

	
	
	one hour.

	
	
	

	
	
	The worker is subject to extreme heat: temperatures above 100 degrees for periods of more than 

	
	
	one hour.

	
	
	

	
	
	The worker is subject to noise: there is sufficient noise to cause the workers to shout in order to be 

	
	
	heard above the surrounding noise level.

	
	
	

	
	
	The worker is subject to vibration: exposure to oscillating movements of the extremities or whole 



	
	
	body.

	
	
	

	
	
	The worker is subject to hazards: includes a variety of physical conditions, such as proximity to 

	
	
	moving mechanical parts, electrical current, working on scaffolding and high places or exposure to 

	
	
	chemicals.

	
	
	

	
	
	The worker is subject to atmospheric conditions: one or more of the following conditions that 

	
	
	affect the respiratory system or the skin: fumes, odors, dust, mists, gases or poor ventilation.

	
	
	

	
	
	The worker is subject to oils: there is air and/or skin exposure to oils and other cutting fluids.



	
	
	

	
	
	The worker is required to wear a respirator.




PHYSICAL ACTIVIITES:

Essential physical activities:

	
	Climbing
	
	Balancing
	
	Stooping
	
	Kneeling
	
	Crouching
	
	Crawling

	

	X
	Reaching
	X
	Standing
	X
	Walking
	
	Pushing
	
	Pulling
	
	Lifting

	

	X
	Fingering
	
	Grasping
	
	Feeling
	X
	Talking
	X
	Hearing
	X
	Driving

	

	X
	Repetitive Motion

	

	
	Other (list):


MATERIALS AND EQUIPMENT:

Machines, tools, equipment, electronic devices, software, etc. used by position:

	
	Camera/photographic equipment

	
	

	
	Cleaning supplies

	
	

	
	Commercial vehicle

	
	

	X
	Data processing equipment

	
	

	
	Handcart

	
	

	
	Hand tools

	
	

	X
	Headset

	
	

	X
	Office equipment (desk, chair, phone, etc.)

	
	

	X
	Office machines (copier, facsimile, calculator, cash register, etc.)

	
	

	X
	Office supplies (pens, staplers, pencils, etc.)

	
	

	
	Packaging materials (boxes, shrink wrap, etc.)

	
	

	X
	PC equipment (monitor, keyboard, printer, etc.)

	
	

	X
	PC software

	
	

	
	Public safety equipment (firearms, radar, radio, mobile video systems, etc.)

	

	
	Other (list): Dictaphone, scanner


DISCLAIMER: The above information on this description has been designed to indicate the general nature and level of work performed by employees within this classification. It is not designed to contain or be interpreted as a comprehensive inventory of all duties and qualifications required of employees assigned to this job.
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