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Administrative Assistant

Salary: 535,541

The Salisbury Fire Department strives

Type: Full-time to ensure the health, safety, and
) well-being of our community by
Benefits: Full Range of Benefits providing prevention and mitigation
5 of fire and life safety hazards in an
Closing Date: December 8, 2023 effective and efficient manner. Our

Core Values are honesty, integrity,
Profile teamwaork, and a commitment to
excellence, knowlege, creativity,
The City of Salisbury Fire Department is seeking an individual for the position of ~ r€spect, and a balanced life.
Administrative Assistant. The Administrative Assistant provides high-level
support to facilitate the day-to-day operations of the Fire Department. It
requires initiative, judgment and knowledge of general office practices. This
position requires the ability to communicate well both orally and in writing. As
the Administrative Assistant, you will greet visitors, answer phones, respond to
inqui'ries and assis't en.1ployees with a wide varietY of topics. This position'will
require you to maintain calendars, schedule appointments, and order office
supplies. This position requires complete confidentiality due to the nature of High School Diploma or GED
the information that is maintained within the department.

Preferred Experience ll Requirements/Certifications

Experience in office and/or clerical work; or equivalent training and education. Valid driver’s license

Must have basic computer knowledge and
experience with Microsoft Office Suite and
other applicable software products.

How to Apply

@ Visit salisbury.md/apply 12 SURITIECIEE S IER 1l

cover letter, and resume

Studies have shown that women and people of color are less likely to apply for jobs unless they believe they can perform every job description task. We are most interested in
finding the best candidate for the job, and that candidate may come from a less traditional background. The City may consider an equivalent combination of knowledge, skills,
education, and experience to meet minimum qualifications. If you are interested in applying, we encourage you to think broadly about your background and skill set for the role.

the capital of the eastern shore



City of Salisbury
Classification Description

Classification Title: Administrative Assistant Pay Grade: 2

DEPT:

FLSA Status: NE

Date: 06/30/2021

General Statement of Job

Under the general supervision of the assigned supervisor, provides high-level administrative
support to the assigned departments to ensure the smooth operation of the department.
Performs other duties as assigned

Specific Duties and Responsibilities

Essential Functions:

1. Provides high level administrative support to facilitate the day-to-day operations of
the office and department finances which may include budgeting, payroll and
purchasing.

2. Maintains office services, which may include the following activities:

Organize office operations and procedures.

Prepare time sheets.

Open and distribute mail to appropriate individuals

Review and approve supply requisitions.

Serve as a liaison with other agencies, organizations, and groups.
Update organizational memberships.

Maintain office equipment.

3. Maintain office records, which may include the following activities:

Design filing systems.

Ensure filing systems are maintained and up to date.

Define procedures for record retention.

Ensure protection and security of files and records.

Ensure effective transfer of files and records.

Transfer and dispose of records according to retention schedules and
policies. And

Ensure personnel files are up to date and secure.

4. Maintain office efficiency and effectiveness, which may include the following
activities:
5. Plan and implement office systems, layout and equipment procurement.
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Maintain and replenish inventory.
Check stock to determine inventory levels.



Administrative Assistant

e Anticipate needed supplies.
e Verify receipt of supply.
6. Performs other assigned duties.

Required Education and Experience

Associate’s degree in Office Technology.

One to two years of experience as an office manager or executive secretary.
Or equivalent training, education, and/or experience.

Valid Driver’s License.

i S

Required Knowledge, Skills and Abilities

Working knowledge of City policies and procedures.

Act as a representative of the City of Salisbury to the public.

Knowledge of department practices and procedures.

Maintain the highest levels of confidentiality.

Effectively and efficiently create, organize, track, and maintain department

records.

6. Knowledge of Microsoft Office Suite, the Internet, e-mailing systems, and other
relevant software or accounting packages.

7. Effectively prioritize and multitask with attention to detail. and

8. Effectively communicate and maintain effective working relationships with other

staff members and members of the public.

uhwWwNE

Certificates, Licenses, Registrations, Skills:

N/A

Physical Requirements:

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 and training rooms, e.g., use of safe
work place practices with office equipment, avoidance of trips and falls, and observance of
fire and building safety regulations.

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
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Administrative Assistant

to perform the essential functions of this job.

Career Ladder Level Administrative Assistant Il - Starting Window Grade 5, step 5-
step 8

Maximum Career Ladder increase alone is 3 steps, can leap over a title and prove
proficiency within six months for all areas required. Maximum steps are 6 steps See chart

Must be able to develop and maintain spreadsheets for all areas such as budget preparation
and analysis. This would include embedded calculations.

Must be able to prepare correspondence with little or no assistance in the proper format on
letterhead. This will include memorandumes, letters, and reports.

Must be proficient with all Microsoft Office Suite programs to include Word, Excel, and
Outlook.

Must be able to use Google Chrome to establish sign up lists for events.

Must be able to review current calendar and create and invite individuals to meetings. Must
be able to book appropriate rooms for meetings both individual and repetitive meetings.

Must have a minimum proficiency with looking up information in the MUNIS System
regarding budget accounts. Must be able to determine if accounts are nearing underfunding
and create appropriate transfers.

Career Ladder Level Administrative Assistant Ill — Starting Window Grade 5, Step 9 - Step
12

Must be able to develop policies and procedures for office and other subjects as directed.

Must be able to maintain various committee memberships, along with notes and be able to
develop agendas.

Must be able develop projects as ideas are introduced and assist the Director with the ability
to take over the project as administrative project point person until such time as the project
is moved to another more appropriate area.
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Administrative Assistant

Must be able to perform research into a variety of subject matter which would require
developing a questionnaire or survey process and carry the project through and deliver
results with highlighted analysis.

Must have the ability to engender respect and accountability with a larger group of
individuals beyond internal staff.
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