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JOB DESCRIPTION 

POSITION TITLE :  Administrative Assistant  REPORTS TO:  Executive Management 

DEPARTMENT/DIVISION:  Executive  FLSA STATUS:  Non-Exempt 

DATE:  February 21, 2023 EMPLOYMENT STATUS:  Full-Time 

 

Position Summary 

Performs highly responsible and complex secretarial and administrative duties to assist the Executive Director and Assistant 

Executive Director in accomplishing the administrative functions of the Agency and coordinating the overall daily operations 

of the Executive Office. Uses considerable judgment and initiative to perform a variety of tasks involving office management, 

data processing, secretarial and administration for the Agency.  

 

Responsibilities 

The duties listed below illustrate the various types of work that may be performed. The omission of specific statements regarding 

duties does not exclude them from the position if the work is similar, related, or a logical assignment in association with this 

position. Undertakes and performs the following and all other work-related duties as assigned. 

 

1. Answers telephone, screens calls, and greets visitors in a courteous, professional manner, ascertains nature of their 

business and conducts guests to meet with the Executive Management or appropriate person. Answers general 

inquiries from other employees and the public, in person and over the phone. Refers calls and/or visitors to other 

employees or departments as appropriate. Secures and transmits routine information on Agency programs as 

directed. 

2. Takes dictation, composes, prepares, and proofreads confidential correspondence, reports, summaries, memoranda, 

and forms from verbal direction, relevant information from a variety of sources, or knowledge of Agency policy and 

procedures and presents the information in a clear and understandable format. 

3. Prepares meeting handouts for all Board of Commissioners Meetings. Setup for Board Meetings. 

4. Maintains calendar for the Executive Management scheduling appointments, meetings, and conference calls as 

required, and coordinates the overall daily operations of the Executive Office. 

5. Arrange travel/training registration for the Executive Director, Board, and senior management staff including 

reservations, preparation of itinerary, and other related documentation. 

6. Coordinates and schedules grievances/disciplinary action appeal hearings upon reaching the Executive 

Management’s level. 

7. Assists the Executive Management in research and preparation of necessary information, materials, and reports for 

conferences, appointments, meetings.  

8. Ensures that contracts, letters, and forms from other departments and agencies requiring the signature of the 

Executive Director are executed and returned in a timely manner and that a copy is maintained on file in the 

Executive Office. 

9. Locates and attaches appropriate files to correspondence to be answered by the Executive Management. 

10. Maintains files on contracts, appraisals, reports and budgets, real estate documents, HUD regulations and other 

forms and correspondence pertinent to the Central Office and operating divisions. 
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11. Reviews incoming correspondence and determined by the Executive Management and responds to or refers to such 

correspondence as appropriate. Proofreads inter-office memoranda and outgoing correspondence prepared by 

department directors/heads prior to signature by Executive Management. 

12. Prepares reports or other correspondence as directed by the Executive Management, including bi-weekly agendas, 

staff meeting agendas, etc. 

13. Ensures that the Executive Management is informed concerning events, circumstances, etc., which affect the 

operation and reputation of the Agency. 

14. Conducts research as necessary, and develops reports and analyses as required to achieve agency goals. 

15. Assists with the preparation of required reports. 

16. Ensures privacy and maintains security of confidential materials sent to the Executive Management. Maintains 

appropriate files/records for general correspondence, contract documents, agreements, legal documents, awards, 

financial reports, Board resolutions, minutes, and general reports in an accurate and timely manner. 

17. Maintains permanent archive for the Executive Office including Board materials, photographs, legal and financial 

documents, awards, and other materials which would be of historical significance to the Agency. 

18. Receives communications via the telephone, internet, and in person and either responds to routine questions or 

refers to the more complex inquiries to the Executive Management. 

19. Receives all incoming mail, faxes, internal memoranda, and other publications for the Executive Office. 

20. Requisitions and maintains office supplies inventory by checking stock to determine inventory level, anticipating 

needed supplies, expediting orders, and verifying receipt of supplies. Maintains appropriate records and purchase 

order system. Maintains copy machine, fax machine, postage machine, including scheduling of regular service and 

unanticipated repairs. 

21. Handles documents on a variety of topics of a highly sensitive nature and maintains confidentiality regarding all 

documents and information received by or in the possession of the employee. 

22. Accountable for consistent adherence to strong Agency standards regarding the ethical, responsible, and 

appropriate use, care, and safeguarding of Agency materials, supplies, resources, and other assets. 

23. Assists with the fiscal year-end audit. 

24. Provide support for accounts payable and financial operations. 

25. Accurately process accounts payable using accounting software and other programs as required 

26. Conduct daily accounts payable functions, including invoice entry and check preparation in the absence of the 

bookkeeper. 

27. Compare purchase orders, prices, terms of payment, and other charges with invoices to prepare for check 

processing. 

28. Complete other accounts payable duties as assigned. 

29. Serves as the central point of contact for various information technology functions, as needed. 

 

Education and Experience 

Associate degree in Public Administration, Business Administration or a closely related field from an accredited college or 

university and two (2) years of responsible Administrative Assistant experience or an equivalent combination of education, 

training, and experience resulting in the ability to fulfill the essential job duties of the position.  Accounting background 
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Knowledge and Skills 

1. Must possess sound basic planning, scheduling and organizing skills.  

2. The ability to develop and/or prepare complex documents timely and accurately. 

3. Must be competent in the use of basic office equipment and highly computer literate. 

4. The ability to work with a variety of people, under stressful circumstances. 

5. The ability to establish and maintain effective working relationships with co-workers, candidates for employment, 

tenants, HUD, Commissioners, the general public and local, state and federal officials.   

6. Must possess strong written and oral communications skills.  

7. Strong conflict resolution skills are desirable.   

8. Must be able to give attention to details.  

9. Must be able to communicate and interact with people from broad socio-economic backgrounds. 

10. The ability to focus on multiple tasks in short periods of time with close attention to details. 

11. Coordinate workplace safety. 

Supervision Controls 

The Executive Assistant receives instructions from the Assistant Executive Director. Methods of accomplishing work are 

generally at the discretion of the employee and the employee may determine priorities within established deadlines.  

Instructions to the Administrative Assistant may be general or specific in nature. The employee keeps the Executive 

Management informed of work progress and finished work is closely reviewed and spot-checked for accuracy, completion, 

and compliance with policies and procedures. The employee has no supervisory duties. 

  

Guidelines 

Guidelines followed by the employee include published laws, regulations, handbooks, established policies and procedures, 

and traditional practices. Independent research may be necessary depending on the activity and/or task requirements. If 

guidelines do not cover a situation, the employee consults the supervisor or makes a decision based on the circumstances 

and experience as appropriate within established parameters, and consistent with established Agency and departmental 

practices. 

 

Complexity 

The employee performs a moderate number of routine tasks. The course of action is determined by established procedure, 

the supervisor, or the employee. Tasks frequently have to be coordinated, integrated, and/or prioritized.  Some computer 

applications may be difficult to accomplish and require resourcefulness and extra research by the employee. Decisions 

regarding unusual circumstances may be made by the employee within his or her area of expertise. 

 

Scope and Effect 

The employee’s work affects the Executive Office, and, by extension, the Agency’s housing programs and clients. Performing 

duties effectively, efficiently, and in a professional manner can contribute to enhancing the Agency’s image in the 

Community and its ability to provide housing that is decent, safe and sanitary. 
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Personal Contacts 

Most of the employees’ contacts are with Agency employees, business firms, tenants, vendors, and the general public. 

Contact is made to verify, give, obtain, clarify, provide information, coordinate, advise, motivate, influence, justify, defend, 

negotiate, or resolve matters or issues. 

 

Physical Requirements 

The physical demands described here are representative of those that must be met by an employee to successfully perform the 

essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

1. Work is principally sedentary, but may involve some physical exertion, such as kneeling, crouching, climbing, or 

lifting to obtain files and records, and eyestrain from working with computers and other office equipment. 

2. Must be able to sit or stand for up to eight (8) hours at a time while performing work duties. 

3. Must be able to bend, stoop, push, and pull in the performance of office-related duties. 

4. Must be able to use fingers bilaterally and unilaterally to operate office equipment. 

5. Must have vision and hearing corrected to be able to perform essential job functions. 

6. Must be able to perform essential job functions in an environment that will sometimes include increased levels of 

work-related stress. 

7. Must maintain punctuality and attendance as scheduled.  

8. Must maintain a professional appearance and portray a positive image for the Agency. 

9. An employee may request reasonable accommodation to mitigate any of the physical requirements listed above. 

Medicinal and Recreational Marijuana 

Marijuana is a Schedule I controlled substance and is illegal under federal law.  The Agency observes the common rule of 

the Federal Marijuana Law of the Controlled Substances Act (CSA) (21 U.S.C. § 811), which does not recognize the 

difference between medical and recreational use of marijuana and has established the required Drug Free Workplace Policy. 

Employees are NOT permitted to use or possess any form of marijuana for medical or recreational purposes. Any applicant 

for employment who tests positive for marijuana during a pre-employment drug screening shall be ineligible for 

employment with the Agency. Any applicant for employment who advises the Agency that he/she uses any form of 

marijuana will be ineligible for employment.   The Agency is unable to grant a request for reasonable accommodation to 

use marijuana under any circumstance. 

 

Work Environment 

The work environment characteristics described here are representative of those an employee encounters while performing the 

essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the 

essential functions. 

 

Work indoors involves the normal risks or discomfort associated with an office environment and is usually in an area that is 

adequately cooled, heated, lighted, and ventilated.  

 

Other Requirements  

1. Must possess a valid driver’s license and maintain a good driving record. 

2. May be required to work an unusual work schedule. 

3. Must work with the highest degree of confidentiality. 
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4. Must be available for occasional overnight travel for training. 

5. Must pass employment drug screening & criminal background check.  

 

Read and acknowledge 

The Florence Housing Authority is an Equal Opportunity Employer. This job description is subject to change and in no 

manner states or implies that these are the only duties and responsibilities to be performed. The duties herein are 

representative of the essential functions of this job. This job description reflects management's assignment of functions; 

however, it does not prescribe or restrict tasks that may be assigned. Nothing in this document restricts management's right 

to assign or reassign duties and responsibilities at any time. The qualifications listed above are guidelines, other 

combinations of education and experience that could provide the necessary knowledge, skills, and abilities to perform the 

job may be considered at the discretion of the Executive Director. 

Employment with the Florence Housing Authority is on an “at-will” basis. Nothing in this document is intended to create an 

employment contract, implied or otherwise, and does not constitute a promise of continued employment.  

Disclaimer:  The above statements describe the general nature, level, and type of work performed by the incumbent(s) 

assigned to this classification. They are not intended to be an exhaustive list of all responsibilities, demands, and skills 

required of personnel so classified. Job descriptions are not intended to and do not imply or create any employment, 

compensation, or contract rights to any person or persons. Management reserves the right to add, delete, or modify and/or 

all provisions of this description at any time as needed without notice. This job description supersedes earlier versions. 

 

READ AND ACKNOWLEDGED 

EMPLOYEE NAME: 

(printed) 
 

EMPLOYEE SIGNATURE  DATE  

AUTHORIZED AGENCY 

REPRESENTATIVE SIGNATURE 
 DATE  

 


