COALINGA-HURON LIBRARY DISTRICT
Job Description

Administrative Assistant (1.0 FTE)

Position Summary

The Administrative Assistant is responsible for general office management and
administration. This position performs a wide variety of general clerical functions, both
routine and complex; provides front office support; answers phones(screens and directs
calls: and greets visitors in a pleasant and professional manner. Duties include
bookkeeping (bill payment and revenue management), purchasing and providing support
assistance to the Director of Library Services and the Library Board. The Administrative
Assistant is a confidential employee and is excluded from the bargaining unit.

This position reports to the Director of Library Services
Knowledge, Skill and Ability

Ability to operate standard office and library machines; ability to follow library policies and
procedures; ability to work with computer applications; competency in math, oral and
written communications. Must be able to type 45 words per minute. Bilingual-Spanish
preferred.

Working Conditions

A. Requires working weekends and/or evenings.

B. Position requires attendance at meetings outside of the District.

C. Requires ability to use physical strength and ability on a continual basis, including
lifting objects frequently weight p to 30 pounds and may require constant standing.

Essential Job Functions

Displays good communication skill during extensive public contact, promotes customer
satisfaction through friendly, efficient service and resolves customer complains effectively.
Also is able to establish and maintain effective interpersonal relationships with other staff
and display team spirit.



Duties and Responsibilities
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Attends San Joaquin Valley Library System meetings when required.

Processes revenue and bill payment

Takes minutes at staff and Board Meetings.

Provides support to the Board by developing the agenda and appropriate materials.
Acts as personnel/payroll clerk.

Performs annual review of Parcel Tax Changes

Process outgoing and incoming mail.

Maintains inventory of all furnishing and equipment.

Maintains files, responsible for correspondence.

Performs community tasks such as posting notices and community room scheduling.
Provides backup for circulation desk in the absence of regular circulation staff.
Responds to alarm service provider and meets Police

Department representative at library.

Disciplines students as needed.

Performs other duties as required.

Minimum Qualifications

High School Diploma or AA degree (preferred).

Or

Equivalent plus two years clerical experience.

License
Valid California Drivers’ License and proof of liability insurance or alternative means of
transportation are required.

Board Approved
Jan. 21, 2014



