
JOB DESCRITION: ADMINISTRATIVE SECRETARY ASSISTANT 
 
 

 
Position Status: 
 
Non-Exempt, Regular Full-Time. 
 
Position Overview: 
 
The Administrative Secretary Assistant shall report directly to the Administrative Secretary and 
the Fire Chief.  The Administrative Secretary Assistant will provide clerical, financial and office 
support duties as determined by the Administrative Secretary and the Fire Chief. Duties will 
include but not be limited to data entry, filing, financial, phone answering, greeting public 
members, public meeting preparations and other office support functions as needed.   
 
Duties and Responsibilities: 
 
1. Filing of records and paperwork as required. 
2. Maintain confidentially as required by district policy and law. 
3. Data entry of agency information on agency computer system. 
4. Field incoming phone calls with proper distribution of messages as needed. 
5. Processing of accounts receivable as assigned. 
6. Processing of accounts payable as assigned. 
7. Processing of payroll functions as assigned. 
8. Processing of financial functions as assigned. 
9. Tracking and processing of volunteer program paperwork. 
10. Greet and assist public visitors. 
11. Perform office support functions. 
12. Operate office equipment including copy machine, computer, printer, laminator, fax machine 

and phone system. 
13. Maintain office and operating supplies stock and order as needed. 
14. Shall act as a records custodian and assure compliance with appropriate laws regarding 

records release. 
15. Processing of Transport billing 
16. Possess extensive knowledge of bookkeeping, accounting and office management. 
17. Public Education 
18. Strive to maintain a good working relationship with all district volunteers and employees, 

outside organizations, and the public. 
19. Maintain a professional appearance by adhering to good hygiene and dress standards. 

 
Requirements of the Position: 
 
Shall possess a valid Washington State drivers license. 
Knowledge of current office practices and equipment. 
Good writing and communications skills. 
Working knowledge of various computer software programs including Word, Excel, Outlook, 
Publisher, Powerpoint and Springbrook. 
Working knowledge of computers and electronic media. 
Ability to communicate and interact with others. 
Financial and accounting skills 
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Attention to detail. 
Ability to work with frequent interruptions and stressful situations. 
Confidentiality. 
Be honest and trustworthy. 
Be respectful. 
Possess cultural awareness and sensitivity. 
Establish and maintain effective working relations with other employees, volunteers, and 
agencies. 
Previous experience in clerical, customer service, human resources, computers, record keeping, 
and internet; OR any combination of training and experience that provides the required and 
desired skills, knowledge, and abilities as stated in this job description. 
 
Physical Requirements: 
 
Work is primarily performed in an indoor office setting with extended periods at a computer. 
Physical effort is required to move, lift and carry office equipment, supplies and materials. Basic 
communication skills such as talking, hearing and seeing are required for this person to person 
position. Excellent communication skills are required as this position has frequent interruptions 
and contact with the public and staff. 
 
 
Notice to Employee of Employer Rights 
 
The  information  in  this  job description  is  subject  to change at anytime,  is  for  the purposes of 
example  only  and  is  not  intended  to  be  all‐inclusive.  The  employer  has  the  exclusive  right  to 
modify pay and benefits,  hours of work,  to  establish  rules/policies/procedures,  and  to add or 
delete job duties. The employee shall be required to perform any additional duties as requested. 
The  position  is  critical  to  public  safety  and  is  subject  to  emergency  callback  or  emergency 
modification of work schedule.   
 

 


