ADMINISTRATIVE ASSISTANT 
Department:

Administration


Location:
Administrative Office

Grade/Classification:
Grade
5


Date:

7/2025
DEFINITION:

Administrative and reception duties, with a focus on customer service, in supporting the effective and efficient operations of the Administrative Office and the organization. 

DISTINGUISHING CHARACTERISTICS:

Fields inquiries from the public, including businesses, institutions, and organizations, and crafts responses and conducts interactions that require a sophisticated degree of judgment, courtesy, and tact.
Excellent communicator who inspires and motivates employees to participate in wellness initiatives to further their well-being and build camaraderie. 
SUPERVISORY CHARACTERISTICS:

Works under the supervision of the Director of Administration.  
EXAMPLES OF WORK PERFORMED

Responsible for opening and closing the Administrative Office Monday – Friday at 8:00 a.m. and closing at 4:30 p.m. Keeps reception and main areas organized and presentable.
Answers inquiries from the general public, including providing routine information on CSWD programs and solid waste management options in person, over the phone, via e-mail, or mail. Directs sector-specific inquiries or requests for assistance to the appropriate Outreach Coordinator and routes calls to appropriate staff. 
Organizes and implements comprehensive wellness programs and initiatives. Develops plans and programs to support these initiatives. Coordinates wellness committee meetings, designs, plans, and implements classes, speakers, seminars, trainings, and events for staff. 

Assists with Board of Commissioners duties, including board meeting preparation, taking meeting minutes, appointment correspondence, new board member packets, updates board lists, and posts all board related information on CSWD’s website in accordance with the Open meeting Law. 
Responsible for purchasing general office supplies for the Administrative Office and other departments as requested.

Coordinates the annual United Way Campaign and other community focused organizations. 
Processes and routes all daily mail. Copies and collates all outgoing mailing. Responsible for daily bank deposit and drop off for both banking and mail. 
Monitors performance of office equipment (phone system software application updates and messaging changes, copier/fax, postage machine) and coordinates maintenance and/or repairs.  
Update CSWD’s Intrant page and posts and purges defined content related to board packet materials and member list, calendar updates, and employee lists. 
Manages inventory of print collateral—brochures, stickers, posters, etc.—and communicates reorder needs to Marketing Manager. 

Provides clerical support to the Director of Administration.
Assists with planning and execution of trainings, and special events such as benefits enrollment, organization-wide meetings, employee recognition events, holiday parties, and retirement celebrations.
Keeps track of federal and state posting requirements and copies and distributes to CSWD facilities. 

Errors could result in monetary loss to the district; confusion and delay; and a decreased level of services.

Has access to confidential records including opening and distributing confidential documents sent by mail to the appropriate persons, as well has access to personnel Information. 

Independent judgement required in handling complaints and solving problems.

Assists all departments with various projects as requested and performs all other work as assigned.

Ability to function under pressure and meet deadlines while maintaining a cheerful and helpful attitude.
ESSENTIAL DUTIES:

Must have a dependable attendance record due to the nature of this position.

Ability to answer a multi-line telephone system in a polite, efficient, pleasant, and professional manner.

Ability to proficiently operate a computer, Microsoft Office products and WordPress. 
Ability to communicate effectively with excellent verbal and written skills.  

Ability to operate a variety of office machines including computers, calculators, copier, postage machine and other equipment as may be required.

WORKING CONDITIONS:

Minimal physical effort with occasional light to moderate physical effort in carrying, lifting, or moving incoming packages, cleaning out, and organizing common areas. 

Must have transportation available to deposit money in bank, run errands, and deliver mail. 
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Excellent people skills with the ability to manage sensitive and confidential situations with tact, professionalism, and diplomacy.
Excellent verbal and written communication skills.
Ability to work effectively with the public, vendors, and department personnel.

Working knowledge of Microsoft Office Suite or related software and proficient with or the ability to learn human resource information system (HRIS), WordPress, and similar computer applications.
Ability to support the district mission to reduce and manage the solid waste generated within Chittenden County in an environmentally sound, efficient, effective, and economical manner. 

Demonstrates District values to work safely, encourage innovation, support & inspire, communicate openly & effectively, be transparent with activities and policies, demonstrate integrity, deliver results, and be respectful.  

Ability to work independently and be organized and self-motivated. 
Excellent organizational skills and attention to detail.
RECOMMENDED MINIMUM QUALIFICATION

Associate degree in business administration, communications, or related field with two years’ experience in an office setting, dealing with the general public; or any equivalent combination of education and experience. 
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