

REVISION DATE: 2/19/2020
EMPLOYMENT OPENING
OFFICE MANAGER

The Adair County Secondary Roads Department is accepting applications for Office Manager. This position is a full-time hourly position. The purpose of this position is to organize, administer and oversee the administrative functions of the department and provide support to the Engineering and Maintenance functions.  This is a non-union position and is considered a confidential management position. This position requires a High School diploma or GED with two-year business-related degree or four-year Bachelor’s degree in job-related program. Must possess and maintain a valid driver’s license.  

Must have the ability to supervise, lead and direct the work of others. Has direct supervision over Administrative Aide.  Must be self-motivated, have good communication skills, and ability to work well with county employees, contractors, and the public.

Responsibilities include: correspondence, filing, preparing and processing forms, department licenses and permits, communication with the public, electronic and regular mailing and miscellaneous associated work. Performs accounting work including but not limited to bookkeeping, inventory control, timesheets and coding time to proper function code, payrolls, claim payments, purchase orders, accounts receivable, budget balance reports, fuel tax forms, and miscellaneous associated work. Performs or works with Auditor’s Office regarding personnel-related work including but not limited to payroll withholding, health insurance payment, tax statements, personnel files, vacation and sick leave accruals, IPERS computations, longevity computations, mileage reimbursements, and miscellaneous associated work. Assists the public and directs the work of the administrative aide. Assists with irregular work associated with, or required by state and federal programs resulting from natural disasters including but not limited to discovery documentation, cataloging repair work using input and notes from department maintenance personnel, coordination and communication with state and federal officials, completed work documentation, associated clerical and accounting, and miscellaneous associated work.

Represents the Department and County in a professional manner. 

Successful candidates will pass a physical, background check and drug screen prior to employment.  The minimum starting pay is $29.00 hourly but is flexible based on prior experience and skills.  Adair County offers an excellent benefit package including health, vision, dental and life insurance, IPERS and paid time off.

Application and job description are available at the Adair County Engineer’s Office, 602 SW 2nd Street and at the county website www.adaircountyiowa.org.  The job description is also included below. Applications will be accepted until the position is filled. Adair County is an Equal Opportunity Employer.



OFFICE MANAGER

GENERAL SUMMARY: 
Under occasional, indirect supervision of the County Engineer, is responsible for all clerical accounting, and personnel-related functions which require good independent judgment; a knowledge of and responsible for operating within confines of established policies and procedures.  Represents the Department and County in a professional manner.

ESSENTIAL RESPONSIBILITIES AND DUTIES: 

1. Electronically files annual report, fuel tax, workers compensation county wide and OSHA Reports.
2. [bookmark: _Hlk31097216]Performs clerical work including, but not limited to correspondence, filing, preparing and processing forms, department licenses and permits, communication with the public, electronic and regular mailing and miscellaneous associated work.
3. [bookmark: _Hlk31097238]Performs accounting work including, but not limited to, bookkeeping, inventory control, timesheets and coding time to proper function code, payrolls, claim payments, purchase orders, accounts receivable, budget balance reports, fuel tax forms, and miscellaneous associated work.
4. Ability to accurately complete mathematical calculations to determine benefits for employees, verify totals and find/correct errors, complete billings, verify spreadsheets and assist with budgets. Requires the exercise of independent thinking within the limits of policies, standards, and precedents.
5. In charge of preparing department payroll to be electronically submitted to the Auditor; maintaining workers comp for county wide; assist with and be liaison to the auditor's office for benefit questions and management; assist with union negotiations and contract implementation. 
6. Ability to understand and follow complex verbal and written instructions from the County Engineer.
7. Ability to establish and maintain effective working relationships with co-workers.
8. [bookmark: _Hlk31097320]Performs or works with Auditor’s Office regarding personnel-related work including but not limited to payroll withholding, health insurance payment, tax statements, personnel files, vacation and sick leave accruals, IPERS computations, longevity computations, mileage reimbursements, and miscellaneous associated work.
9. Ability to plan and organize a personal work schedule, set priorities and meet deadlines.
10. Operate standard office equipment and computer programs in the performance of duties, i.e. multi-line telephone system, fax machine, copy machine, personal computer, calculator, paper shredder, etc. Manage, maintain, and coordinate necessary repairs of office facilities and its equipment, and miscellaneous associated work. 
11. Establish and maintain effective working relationships with the general public, co-workers, outside vendors, governmental officials, and individuals who are served by the Department.
12. [bookmark: _Hlk31097335]Assists the public and directs the work of the administrative aide. 
13. Regular and punctual attendance at the assigned work location is an essential function.
14. The county supports, encourages and expects ongoing training and skill development opportunities that apply to the job.
15. Advanced ability to operate personal computers and workstations to do word processing, spreadsheets, accounting and work with county financial programs.
16. [bookmark: _Hlk31097346]Assists with irregular work associated with, or required by state and federal programs resulting from natural disasters including, but not limited to, discovery documentation, cataloging repair work using input and notes from department maintenance personnel, coordination and communication with state and federal officials, completed work documentation, associated clerical and accounting, and miscellaneous associated work.

ENTRY QUALIFICATIONS: 
Completion of high school or G.E.D with two-year business-related degree or four-year Bachelor’s degree in job-related program. Possess and maintain certification as a Notary Public.  Possess and maintain valid driver’s license.  Must have good communication skills and the ability to organize and analyze statistical, financial, and factual data.

PHYSICAL REQUIREMENTS: 
Limited physical exertion, must be able to sit or stand for long periods, lifting and carrying up to 50 pounds, must have good vision.

SUPERVISION REQUIREMENTS
Employees of this classification may supervise full-time, part-time, temporary, and seasonal staff.  This position shall supervise the Administrative Assistant and others as assigned by the Engineer.

MENTAL DEMANDS: 
Requires continuous mental and visual attention to organize daily workloads; involves frequent disruptions and many deadlines; ability to tolerate occasional verbal complaints from citizens and/or contractors. Accurately perform mathematical calculations required for accounting procedures and budgeting.

WORK ENVIRONMENT:
Normal office conditions, with occasional trips outside or to the maintenance shop. Works extended hours when work load demands.

GENERAL PRINCIPLES:	
 
1. Marginal functions of the position that are incidental to the performance of essential job duties have been excluded from this job description.

2. All requirements are subject to possible modification to reasonably accommodate qualified individuals with disabilities.  Prospective employee and incumbents are encouraged to discuss possible accommodations with the County.

3. Job descriptions in no way state or imply that the description includes every duty to be performed by the employee in the position.  Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.

4. Compliance with employment documents such as the latest revision of the Employee Handbook is required.

5. The County reserves the right to change or reassign job duties or combine positions at any time.




