
Administrative Assistant 
Reports to: Executive Director 

Exemption Status: Non-Exempt 

General Responsibilities 

The Administrative Assistant for the Commission is multi-dimensional and provides day-to-day 
administrative support for the office and assists the Financial Administrator with the financial 
management of the Commission.  The Administrative Assistant is often the first contact citizens 
have with the Commission and as such must demonstrate excellent communication and people 
skills.  General responsibilities of the Administrative Assistant include the following: 

• Assists the Financial Administrator with bookkeeping and payroll. 
• Provides telephone/clerical/administrative support for all office activities, including but 

not limited to filing, copying, and distribution of incoming and outgoing documents.   
• Prepares agendas and maintains meeting records pursuant to Vermont Open Meeting 

Law, monitors the schedules of other personnel, and provides general staff support as 
necessary.   

• Establishes and maintains the office filing and resource library systems, and 
orders/maintains office supplies and equipment necessary for the day-to-day operation 
of the office.  

• Helps to facilitate the preparation of community outreach materials for the office, such as 
newsletters, website updates and Facebook posts. 

• Originates and leads Human Resources practices and objectives, in conjunction with the 
Financial Administrator, that will provide an employee-oriented, high performance culture 
that emphasizes empowerment, quality, productivity and standards, goal attainment, and 
the recruitment and ongoing development of a superior workforce.  

• Performs other duties as assigned. 

Minimum Qualifications 

The Administrative Assistant shall have the following minimum qualifications:  

• A Bachelor’s degree and a minimum of one year experience with administrative support 
and bookkeeping.  

• Must have good written and oral communication skills, possess good math skills, and 
show ability to be detail oriented.  

• Must have strong knowledge of computer and telephone systems, and familiarity with 
the operation of typical office equipment.  Experience with Excel and QuickBooks is 
required.   

• Strong organizational skills are required, and an ability to adjust to changing priorities. 
• Demonstrated ability to work independently and as a team member. 

This position is subject to all the terms and benefits of the Commission's Personnel Policies.  
Applicants must be a U.S. Citizen or an alien lawfully authorized to work in the United States. 
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