


JeffersonCountyJobDescription JeffComOfficeCoordinator
AttendsmonthlyJeffComstaffmeetings TechnicalCommitteemeetings andAdministrativeBoard
meetingstokeepminutesthatincludeofficialactionsandsignificantelementsofdiscussion

Analyzes organizes andperformsactivitiesrelatedtoofficeoperationsandproceduressuchas
bookkeeping accounting recordkeeping preparationofpayroll filling typing suppliesrequisition
anddistribution andhandlingofmonies

Assistswithplanninganddevelopmentofmethods layouts arrangements filingsystems andother
detailsofsecretarialorclerkfunctionsasdirectedorrequested

Fostersanattitudeofcooperation coordination andefficient intelligentuseofresourcesfora
service orientedorganization

MayrepresentJeffComandDirectorinnegotiationsandservicerelationswithtelephoneservice
companies vendors andotherservice contracts

Ensuressecurityandconfidentialityofsensitiveinformation

Iscurrentinmodernaccountingmethodsandprocedures businesscorrespondence andreport
preparation

SUPERVISORYRESPONSIBILITIES
Thispositionhasnosupervisoryresponsibilities

COMPETENCY Toperformthejobsuccessfully anindividualshoulddemonstratecompetency
inthefollowing
CostConscientiousness Workswithinapprovedbudget assistswithdevelopingandimplementing
costsavingmeasures conservesorganizationalresources
Diversity DemonstratesknowledgeofEEOpolicy showsrespectandsensitivityforcultural
differences promotesaharassment freeenvironment
Ethics Treatspeoplewithrespect keepscommitments inspiresthetrustofothers workswith
integrityandethically upholdsorganizationalvalues
OrganizationalSupport Followspolicies andprocedures completestaskscorrectlyandontime
supportsorganizationsgoalsandvalues supportsaffirmativeaction respectsdiversity
PlanningOrganizing Prioritizesandplansworkactivities usestimeefficiently plans foradditional
resources
Professionalism Approachesothersinatactfulmanner reacts wellunderpressure treatsothers
withrespectandconsiderationregardlessoftheirstatusorposition acceptsresponsibility forown
actions followsthroughoncommitments
Quantity Meetsproductivitystandards completesworkintimelymannerornotifiesappropriate
personwithan alternateplan
SafetyandSecurity Observessafetyandsecurityprocedures reportspotentiallyunsafeconditions
usesequipmentandmaterialsproperly
Adaptability Adaptstochangesintheworkenvironment managescompetingdemands changes
approachormethodtobestfitthesituation abletodealwithfrequentchange delays orunexpected
events
AttendancePunctuality Isconsistentlyatworkandontime ensuresworkresponsibilitiesare
coveredwhenabsent arrivesatmeetingsandappointmentsontime
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Dependability Followsinstructions respondstomanagementdirection takesresponsibility for
ownactions keepscommitments completestasksontimeornotifiesappropriatepersonwith an
alternateplan

QUALIFICATIONS Toperformthis jobsuccessfully anindividualmustbeabletoperformeach
essentialduty satisfactorily Therequirementslistedbelowarerepresentativeoftheknowledge
skill andorabilityrequired Reasonableaccommodationsmaybe madetoenableindividualswith
disabilitiestoperformtheessentialfunctions

EDUCATIONand orEXPERIENCE
HighSchooldiplomaorgeneraleducationdegree GED andfive 5 yearsofrelated
experienceinalegal financial orlawenforcementorganization andtwo 2 yearsof
progressivelymoreresponsibleclericalorfinancialpositions orequivalentcombinationof
educationandexperience

LANGUAGESKILL
Abilitytoreadandinterpretdocumentssuchassafetyrules operatingandmaintenance
instructions andprocedure manuals Abilitytowriteroutinereportsandcorrespondence
Abilitytospeakeffectivelybeforegroupsofcustomersoremployeesoftheorganization
Abilitytoaccuratelyandeffectivelytakeminutesatmeetings

MATHEMATICALSKILLS
Abilitytocalculate figuresandamountssuchasdiscounts interest commissions
proportions area circumference andvolume Abilitytoapplyconceptsofbasicalgebraand
geometry Abilitytocomputerates ratios andpercentages Abilitytocreate read and
interpretfinancialdocuments andledgerssuchasfinancialstatementsandbudgets

REASONINGABILITY
Abilitytoapplycommonsenseunderstandingtocarryoutdetailedwrittenororal
instructions Abilitytodealwithproblemsinvolvingconcrete variables instandardized
situations

CERTIFICATES LICENSES REGISTRATIONS REQUIREMENTS
ValidWashingtonDriversLicense
Successfullypasspolygraph liedetector test
Successfullypassacriminalbackgroundcheck

OTHERSKILLS ANDABILITIES
Abilitytoworkadjustedhoursasnecessarytomeetdeadlines
Abilitytooperateavarietyofofficeequipmentincludingamulti linetelephone copymachine
personalcomputerandvarioussoftwareprogramsincludingwordprocessing spreadsheetand
databaseprograms andcalculator
Abilitytoexhibitgoodjudgmentinmakingdecisionsinaccordancewith regulations rules policies
lawsandordinances
Abilitytoworkindependentlywithminimalsupervision
Abilitytodealeffectivelywithotheremployees agencies andgeneralpublic
Abilitytoremaincalminan emergencyorstressfulsituation
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Abilitytounderstandandmaintaintheconfidentialityofsensitiveandconfidentialinformation
Abilitytomaintainsahighstandardforaccuracy completeness andefficiencyinthepreparationof
reports

PHYSICALDEMANDS Thephysicaldemandsdescribedherearerepresentativeofthosethat
mustbe metbyan employeetosuccessfullyperformtheessentialfunctionsofthisjob Reasonable
accommodationsmaybe madetoenable individualswithdisabilitiestoperformtheessential
functions

Whileperformingthedutiesofthisjob theemployeeisregularlyrequired tositandtalk andhear
Theemployeeisoccasionallyrequiredtoreachwithhandsandarms andclimborbalance The
employeemustoccasionallyliftandormoveupto50pounds Specificvisionabilitiesrequiredby
thisjobincludeclosevision colorvision depthperception andabilitytoadjustfocus Manual
dexterityand typingskillsrequiredbythis jobareextensiveuseofcomputers keyboards office
equipmentandsimilarspecialized technicalandelectronicequipmentcommonlyfoundinanoffice
orcommunicationscentersetting

WORKENVIRONMENT Theworkenvironmentcharacteristicsdescribedhereare
representativeofthoseanemployeeencounterswhileperformingtheessentialfunctionsofthisjob
Reasonableaccommodationsmaybe madetoenableindividualswithdisabilitiestoperformthe
essentialfunctions

Thenoiselevelinthe workenvironmentisusuallymoderate
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