
Perry City 
Job Description 

Office Assistant 
 

Division:  Recorder’s Office   Reports to: Office Administrator 
Department:  Administrative Services Date Created: 07/25/2018 
FLSA: Non-Exempt    Status: Part-Time   

 
Purpose:  
Provide support to the Administration department with general office requests, filing, 
typing, the updating of social media sites and tools.  
 
Essential Duties and Responsibilities: 

1. Typing documents, flyers, correspondence, and other items as needed 
2. Data entry, scanning, copying, and faxing 
3. General customer service (phones, emails, in-person) 
4. Typing of meeting minutes as assigned 
5. Miscellaneous billing & accounts receivable 
6. Code enforcement research, correspondence, and tracking 
7. Assistance with law enforcement reporting and documentation 
8. Assistance with Perry City webpage & social media updates 
9. Other duties as assigned 

 
Knowledge and experience: 

1. 6 months to 1 year of training is preferred 
2. Working knowledge of social media and basic website maintenance 
3. Must have interpersonal skills and experience working with the public 
4. Must have basic math skills 
5. Must be able to type 50 wpm 
6. Must be computer literate and familiar with most office software 

 
Interpersonal and Communication Skills: 
Must be able to communicate in person and on the telephone with co-workers, elected 
officials, and the public to ensure successful completion of projects.  Must be able to read 
and write reports and public announcements.   
 
Physical Requirements and work environment: 
While performing office duties, the employee is in an office setting and will be required 
to occasionally stoop, kneel, crouch, or crawl while filing or handling other office 
responsibilities.  The employee is frequently required to sit, use hands to handle, or feel 
tools and controls such as when working with the computer; reach with the hands and 
arms while filing; and talk and hear when answering phones.  The specific vision abilities 
required by the job include close vision when working with files and the computer. 
 
Schedule, Attendance, and Punctuality: 



Regular and predictable attendance is expected and proper notification/communication in 
the event of absence or tardiness is an essential function of this position.  The typical 
work schedule will be 20 hours per week; additional hours may be required as assigned 
and approved by management.  
 
Supervisory/Management Skills: 
This position does not have any supervisory responsibilities. 
 


