CITY OF FLAGSTAFF

Flagstaff is the largest community in the high country and is the county seat for Coconino County, the largest county in the United States. A historic Route 66 town, Flagstaff is ideally located at the juncture of Interstate 17 and Interstate 40. Though still reflecting a small town atmosphere, it maintains a selective growth plan with new expansion programs underway.  

The City of Flagstaff is Northern Arizona’s Employer of Choice! Our City government is devoted to enhancing the quality of life of our citizens and the experience of the many visitors who are attracted to Northern Arizona.

Date Posted:		April 5, 2019
Vacancy No:		047-19
[bookmark: _GoBack]Position Title:		Administrative Specialist - Recreation
Division / Section:	Public Works / Recreation
Position Status:	Full Time; FLSA Non-Exempt; Tenure & Benefit Eligible
Work Week:		Monday – Friday; Hours 8am-5pm
Salary Range:		$15.6219 - $16.5592 Per Hour DOE
Closing Date:		April 19, 2019

Actively supports and upholds the City’s stated mission and values. The Administrative Support Series is a broad band series where incumbents are responsible for performing a wide variety of tasks.  Duties range from the most routine and repetitive to the most complex of administrative support tasks requiring incumbents to take initiative, make judgment calls, and make decisions for the functions/processes for which they are accountable.

This is the second band in a two-level administrative support series. The Administrative Assistant is distinguished from the Administrative Specialist in that the Assistant is responsible for routine and defined tasks and basic knowledge of the work unit.  The Administrative Specialist is responsible for a broader range of duties with more flexibility in making decisions and carrying out tasks (within prescribed procedures) for all functions within the work unit. 

There are three zones within the broad band.  The incumbent will have the opportunity to advance through the zones based on performance and value added to the organization.

ADMINISTRATIVE DUTIES
· Supervisory: This job does not have formal supervisory responsibilities.
· Budgetary: This job does not have budgetary responsibilities but carries out day-to-day activities within approved budget including billing, reconciliation, assisting with membership payments, and daily cash deposits for all Recreation programs and facilities.
· Strategic Planning: This job does not have strategic planning responsibilities but carries out day-to-day activities in order to reach the stated goals and objectives.
· Policies/Procedures: This job carries out day-to-day activities in accordance with established policies and procedures.
· Compliance: This job carries out day-to-day activities in accordance with Federal, State, and Local laws, rules, and regulations as well as City policies and procedures.
· Council Communications: This job carries out day-to-day activities in accordance with Council’s adopted priorities and direction.
· Reporting: This job does not have duties related to reporting to Federal/State/Local agencies.

EXAMPLES OF THE WORK PERFORMED (ILLUSTRATIVE ONLY)
· Provides excellent customer service to both internal and external customers.
· Provides technical customer service support to other departments, staff, and the general public.
· Creates and maintains various confidential records, files, and databases requiring compilation of varied information.
· Prepares letters and reports from dictation, rough draft, or transcription to include proofreading for accuracy, completeness, spelling, and punctuation.
· Maintains and is responsible for all filing and purging of materials relating to the department or division.
· Responsible for proper and timely processing of time sheets, payroll, purchase orders, personnel action forms, budget preparation, labor distribution reports, or any other procedural forms required by other departments or divisions.
· Answers written and oral inquiries of a routine nature.
· Provides secretarial and clerical support to administrative staff to include preparing, drafting, and proofing various reports, letters, and other correspondence; attending meetings and taking minutes; and answering the telephone.
· Receives, sorts, and distributes a variety of correspondence, records, and information to appropriate personnel and the general public.
· Files documents alphabetically, numerically, or by other prescribed methods.
· Processes a variety of forms and paperwork, using established procedures.
· Types, data enters, or word-processes a variety of technical documents; compiles data and prepares reports.
· Assembles and compiles a variety of data from office records for incorporation into reports; prepares various reports.
· Monitors and maintains office supplies, business forms, and/or application forms.
· May lead staff to include assigning and monitoring work and providing direction.
· Takes minutes of commission or board meetings and prepares the minutes in official form.
· Responsible for monthly production reports, statistical reports, or other regularly scheduled reports.
· Responsible for preparing travel advances and travel reconciliation. May be responsible for coordinating travel arrangements.
· Responsible for approving applications for discounted program participation and corresponding with applicants to the Parks and Recreation Scholarship Program. Maintains the approved Scholarship Program list and disseminates to Recreation staff.
· Responsible for routine upkeep and changes to recreation database software (currently RecTrac), including working with the vendor to answer questions and troubleshoot problems. Also responsible for maintaining online registration offerings, in cooperation with Recreation staff. 
· Assists staff on use of recreation database software as required. 
· Responsible for processing refunds of facility rental deposits or other program refunds, in cooperation with program staff.
· Responsible for routine maintenance of Parks and Recreation website pages including regular review for needed updates, enhancements, and viewability by the public.
· Responsible for compiling information, proofreading, making corrections, and formatting material for Cityscape publication for all Parks and Recreation programs.
· May assist with social media posting and content management, in cooperation with program staff.
· Responsible for daily cash deposits for all Recreation programs and facilities, including reconciliation and reporting.
· May assist with management of memberships, payments, and billing (including installment billing) by communicating with members regarding their status, and issues relating to non-payment.
· May assist with community event set-up including running booths, helping participants the day of events, and cleaning up after the event. 
· Other duties as assigned.

MINIMUM REQUIREMENTS
· High School Diploma, or General Equivalency Diploma.
· Three years of progressively responsible office experience. 
· Or any combination of education, experience, and training equivalent to the above Minimum Requirements. 

DESIRED EXPERIENCE AND TRAINING
· Experience with Parks and Recreation programming and/or software.
· Experience with social media and/or website maintenance in a professional setting.

OTHER REQUIREMENTS
· Must possess, or obtain upon employment, a valid Arizona driver’s license.
· Regular attendance is an essential function of this job to ensure continuity.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES (ILLUSTRATIVE ONLY)
Skills (position requirements at entry):
· Using computers and software application programs;
· Filing;
· Typing;
· Providing customer service;
· Preparing a variety of reports;
· Prioritizing work and performing multiple tasks;
· Maintaining various databases;
· Maintaining various records and files;
· Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc. sufficient to exchange or convey information and to receive work direction;
· Maintaining various confidential records;
· Handling money and reconciling cash deposits.
· Investigating discrepancies in deposit balances.
· Assigning and monitoring work.

Knowledge (position requirements at entry):
· Basic filing and recordkeeping principles;
· Modern office procedures;
· Customer service principles;
· Inventory maintenance principles;
· Basic math;
· Spelling and grammar principles;
· Database management principles;
· Leadership principles;
· Basic accounting principles.

PHYSICAL REQUIREMENTS AND WORKING CONDITIONS
· While performing the duties of this job, the employee is frequently required to sit, use hands to finger/handle/feel, talk or hear. The employee is occasionally required to stand, walk, and reach with hands and arms.
· The employee must frequently lift and/or move up to 10 pounds and may occasionally lift and/or move up to 50 pounds.
· Vision requirements for this position include close vision, and may include distance vision, peripheral vision, and the ability to adjust focus. 
· Working conditions include occasional exposure to outdoor weather conditions. 
· The noise level in the work environment is usually moderate.

PRE-EMPLOYMENT REQUIREMENTS
· There are no pre-employment physical requirements for this position.
· Pre-employment testing requirements for this position include: fingerprints
· There are no pre-employment vaccination requirements for this position.

CLASSIFICATION INFORMATION
· Range B21-B23, FLSA non-exempt

TO APPLY ONLINE:
In order to apply for this position you will have to fill out a City of Flagstaff application on our website. Visit our website to apply or for more information on this position and other opportunities. You will find complete job descriptions, requirements and application information at: http://www.flagstaff.az.gov/jobs

NOTE: Applications are due to the Human Resources department by 4PM on the closing date regardless of the postmarked date.

TO APPLY IN PERSON:
Applications are available and can be turned in at: 211 W. Aspen Ave., Flagstaff, AZ 86001
Call our general information line at (928) 213-2090 or (800) 463-1389 to request an application by mail. Fax your resume to (928) 213-2089 or E-mail: human.resources@flagstaffaz.gov 

Additional information about current and open job vacancies can also be found by calling our job line at (800) 463-1389.

The City of Flagstaff is an Equal Opportunity/Affirmative Action employer.  
All qualified applicants will receive consideration for employment without regard to race, color, 
religion, sex, national origin, disability, age, or protected Veteran status.

AmeriCorps, Peace Corps and other national service alumni are encouraged to apply.

Paid Holidays • Paid Vacation Days • Paid Sick Days • Health/Dental/Life/Vision Insurance
