
Position:
Administrative Assistant

Department: Salary:  

Under general supervision and instruction this position is responsible for providing a wide variety of administrative tasks 
in the Board of Commissioners Office, Facilities and Maintenance Department and assisting with internal and external
communications, marketing and public relations.

Qualifications/Knowledge:

a

a Sufficient experience to understand the basic principles relevant to the major duties of the position, usually 

associated with the completion of an apprenticeship/internship or having had a similar position for at least two years

a Knowledge of modern office practices and procedures

a Knowledge of county and departmental policies and procedures

a Knowledge of computers and job-related software programs (Microsoft Office Word, Excel, PowerPoint and Outlook)

a Knowledge of customer service principles; skill in providing excellent customer service

a Skill in prioritizing multiple projects and organizing work; must be able to work independently

a Must have strong organizational and record keeping skills; skill in the maintenance of files and records

a Skill in oral and written communication; excellent verbal, written and telephone skills

a Must have a passion for marketing/public relations industry

a Knowledge of social media platforms and graphic design software 

a Knowledge of Search Engine Marketing (SEM) and Search Engine Optimization (SEO)

a Knowledge of budgeting and tracking of expenditures/revenues; knowledge of payroll management

a Must have knowledge or able to utilize varieties of technology to accomplish complex projects

a Greets visitors and answers telephone; responds to in-person inquiries by referring people to the appropriate departments; screens

calls and responds independently when possible

a Maintains files, records, various reports and other materials; prepares correspondence as necessary

a Copies and distributes letters, memos, reports, etc.; orders and picks up office supplies; requests service and maintenance on

office equipment and maintains supply room

a Schedules use of County meeting rooms and assists with meetings and events; maintains on-line calendar

a Assists with Board appointments which includes gathering information, maintaining database and sending correspondence

a Serves as Administrator for Troup County’s online citizen portal and internal work order system, to include training 

of new and existing personnel, trouble-shooting issues that arise in the system, answering questions, etc.

a Assists County Clerk and Communications Manager with other Technology based systems to include but not limited to Granicus,

Dude Solutions, New World, Adobe Products, and WebEx

a In the absence of County Clerk or Communications Manager will serve in their capacity

a Serves as the Administrative Assistant for the Facilities and Maintenance Department; assists with triaging calls from Departments, tracks

work orders, conduct purchase orders, payroll and budgeting

a Assists County Clerk in pre-meeting and post-meeting processes; updates code books

a Creates and curates engaging media and website content, design elements, etc

a Captures visual content at county events (take photos, videos, etc.); attends events and meetings as necessary

a Assists with developing ideas, activities and opportunities to increase engagement

a Assists with planning and promoting events; assists with preparing presentations and brochures

a Assists in the production of press releases and news material for review

a

Grade 12

 

5/28/2021

Employment Applications will be accepted Until Filled  on Troup County's website @ www.troupcountyga.org.

Board of Commissioners

Troup County is an Equal Opportunity Employer - A Drug Free and Tobacco Free Workplace

Eric Mosley, County Manager

Valerie P. Heard Eric Mosley

Valerie P. Heard, Human Resources Director

Job #: 05282021  Administrative Assistant

Essential Duties and Responsibilities:

JOB OPENING 

 Troup County Government

Must have a high school diploma or GED, current valid driver's license

$15.11/Hr

Performs all other related duties as assigned

 


