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Administrative Assistant/Deputy Recorder
APPROVED POSITION DESCRIPTION

Position Title:	ADMINISTRATIVE ASSISTANT/DEPUTY RECORDER
Summary of Purpose of Position:   Under general supervision of the Community and Economic Development Director, performs a variety of responsible administrative, technical, and clerical duties involved in the support of the department.  Provides Recorder functions as assigned to the Planning Commission, Board of Adjustment and Architectural Review Commission.  Acts as the front counter customer service agent for the planning, building and public works departments; and provides general information and assistance to the public regarding other city related information.  Assists Business Development Coordinator as needed.  
Supervision Exercised:	Exercises no supervision.
Essential Duties and Responsibilities – Administrative Assistant:
· Assists and provides information to the public regarding the general plan, zoning, subdivisions, building permits, current projects and application procedures at the front counter.  Answers and routes phone calls and relays messages; composes routine letters and forms.
· Provides initial contact with the general public and assists staff planners in responding to general inquiries;  determines necessary application forms and assists with completion
· Assists with the notification of affected property owners of public hearings related to various land uses.  
· Assists with special projects research; and gathers and prepares data in written and graphic form
· Receives and reviews applications for various building permits, determines completeness of applications; collects fees; schedules inspections; issues permits; enters information into database and generates needed reports for distribution to city and state officials.
· Maintains and manages short-term rental applications; works with applicants to ensure compliance with city code by performing field inspections and administrative hearings
· Coordinates the bonding process between developers and the city; coordinates with public works department on necessary information and reports

Essential Duties and Responsibilities – Deputy Recorder:
· Assists in responding to public requests for city records
· Posts agendas for land use boards and commissions
· Provides minutes to board and commission members for their review and maintains minute books once the minutes have been approved
· Assists with records retention
·     Assists with the timely notification of affected property owners of public hearings related to land uses ensuring legal requirements are met.
Other Duties
· 	In the absence of the City Recorder, perform the needed functions to keep all processes moving forward
· 	Performs other duties as assigned


Qualifications:
Education:  High school diploma or GED.
Experience:  Requires two years of responsible office work, including experience in customer service
Certificates/Licenses:  Valid Utah Driver’s License required.

Knowledge of:
· Office practices and procedures
· Filing systems
· Telephone etiquette
· MS Office (Word, Excel, Outlook)

Ability to:
· Exercise initiative and act resourcefully under varying conditions
· Communicate both verbally and in writing; knowledge of correct English usage (spelling, grammar, punctuation, etc.)
· Plan and organize work to meet schedules and deadlines
· Establish and maintain comprehensive records and files
· Establish and maintain effective working relationships with other city employees, officials and the public 

Skills:
· Customer service skills
· Problem solving skills
 
Tool, Machine, Equipment Operation:  Regular use of a telephone, copy machine, calculator, city vehicle, computer, and printer.
Working Conditions:  
Generally comfortable working conditions.  Majority of time sitting, but also requires occasional standing and light lifting (5-10 lbs).  Position requires extensive use of the telephone and computer.  
	The above statements are intended to describe the general nature and level of work being performed by persons assigned to this job.  They are not intended to be an exhaustive list of all duties, responsibilities and skills required of personnel so classified.  The approved job descriptions are not intended to and do not infer or create any employment, compensation, or contract rights to any person or persons.  This updated job description supersedes prior descriptions for the same position.  Management reserves the right to add or change duties at any time.   All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.
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