
  BRIGHAM CITY CORPORATION 
Job Description 

 
 
Title: Administrative Assistant Code:           142 
Division:   Administration Effective Date:   7/99 
Department: Community Activities & Services Last Revised:   01/2021    
Grade: 56                                                      FLSA Status: Non-exempt  
Wage Range: $21.33 - $25.08 - $28.85 (depending on qualifications) 
OPENED: January 12, 2021      CLOSES: Open until filled 
 
GENERAL PURPOSE 
Performs a variety of routine administrative and complex clerical duties as needed to expedite the 
delivery of secretarial support services. Follows established processes and procedures. 
 
SUPERVISION RECEIVED 
Works under general supervision from the Community Activities & Services Director. 
 
SUPERVISION EXERCISED 
None. 
 
ESSENTIAL FUNCTIONS 
Performs a full range of administrative duties as needed to provide clerical support to department and 
division heads; acts as receptionist; answers phone and routes calls; takes and relays messages; provides 
information to inquiring parties; transcribes material into documents, letters, reports, memos, or other 
general correspondence; composes routine letters and informative notices; maintains various program and 
activity files, records and documents electronically; schedules appointments for administrative staff; 
prepares purchase orders, manages purchasing cards for Director, purchases office supplies; creates and 
maintains spreadsheets and databases as needed; updates website and web-based registration program 
to reflect current recreation information; schedules conference rooms.  
 
Collects data from various departmental divisions and programs; performs general bookkeeping; organizes 
information into reports and various informative documents; maintains records and report files; maintains 
schedules and check lists; maintains office inventory; orders supplies. 
 
Processes all Special Event applications for the City.  
 
Prepares training and travel requests as needed; makes travel arrangements; flights, hotel, car rental, 
conference registrations, etc. 
 
Operates computer and specialized software to record, schedule, and track the status of various 
Community Activities and Services projects and process department work orders for approval. 
 
Maintains schedule of various events; may attend meetings, takes minutes or transcribes recorded minutes. 
 
May be required to work after-hours and on weekends periodically. 
 
Performs related duties as required. 
 
MINIMUM QUALIFICATIONS 
 
1. Education and Experience: 
 A. Graduation from high school with course background in secretarial science, general office 

practice and procedures; plus, one (1) year of specialized training related to above duties; 



AND 
 B. Three (3) years of responsible experience performing above or related duties; 

OR 
C. An equivalent combination of education and experience. 

 
2. Knowledge, Skills, and Abilities: 

Working knowledge of modern office practices and procedures;  of grammar, spelling and 
punctuation; of modern filing systems related to alphabetical and numeric files; personal computer 
operations and various program applications such as Corel Suite, Microsoft Office Suite, 
spreadsheets, databases, word processors, etc.; telephone etiquette, various office machines, i.e. 
ten key, copy machine, fax machine, etc.; internet access and various operations administrative 
procedures;  of legal processes associated with the maintenance of public records and 
documents;  interpersonal communication skills, bookkeeping and basic accounting. 

 
Skill in taking and transcribing dictation from hand written notes or from recording equipment; 
computer keyboard operations. 

 
Ability to exercise initiative, independent judgment and to act resourcefully under varying 
conditions; communicate effectively verbally and in writing; establish and maintain effective working 
relationships with fellow employees, elected officials and other agencies of the public; perform 
general bookkeeping; establish and maintain comprehensive records and files. 

 
3. Special Qualifications: 

Must be able to type 40 wpm. 
Must possess a valid state of Utah driver license. 
Experience in recreation preferred. 
Regular and reliable attendance. 

 
4. Work Environment: 

Incumbent of the position performs in a typical office setting with appropriate climate controls.  
Tasks require variety of physical activities, not generally involving muscular strain, related to 
walking, standing, stooping, sitting, reaching, and lifting.  Essential functions generally require 
communications such as talking, hearing and seeing. Rapid work speed required to perform 
keyboard operations.  Common eye, hand, finger, leg and foot dexterity exist.  Mental application 
utilizes memory for details, verbal instructions, emotional stability, discriminating thinking and some 
creative problem solving. 

 
EMPLOYMENT APPLICATION PROCEDURES: 
Register online with Utah Department of Workforce Services and submit a Brigham City Corporation 
application for employment regarding Job Order# 2602830 and submit application to DWS, 138 W 990 
S, Brigham City, UT 84302 or fax to 435-695-2660, Attn: Charisse Jeppsen or by email to 
cjeppsen@utah.gov. Registration and application available at website https://jobs.utah.gov for all qualified 
applicants. 
 
NOTE:  All Brigham City employees must successfully complete a pre-employment drug test and criminal 
history check following a conditional offer of employment. 
 
Employees required to drive a motor vehicle as an essential job duty will be required to successfully 
complete a motor vehicle record (MVR) check following a conditional offer of employment. 
 
DISCLAIMER: The above information is intended to describe the general nature of this position and is not to be 
considered a complete statement of duties, responsibilities, requirements or knowledge, skills & abilities. 
 

BRIGHAM CITY CORPORATION IS AN EQUAL OPPORTUNITY EMPLOYER 
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https://jobs.utah.gov/

