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Job Description

	Title:

Deputy Auditor/Administrative Assistant
	Code:



	Division:
Administration
	Effective Date:

TBD

	Department:
Clerk/Auditor
	Last Revised:

10/2020


GENERAL PURPOSE

Assist the County Chief Deputy Auditor in performing a variety of entry-level complex clerical and secretarial duties as needed to expedite the office's processes and statutory obligations.  Functions to expedite day-to-day services provided to the public.
SUPERVISION RECEIVED

Works under the Chief Deputy Auditor's direct supervision and the general policy and procedure guidance of the County Clerk/Auditor.  

SUPERVISION EXERCISED

None
ESSENTIAL FUNCTIONS

· Performs various duties as needed to advance the day-to-day activities, projects, and requirements of the Auditor's office.
· Assists the public with various property tax relief programs by providing accurate information, researching property records, determining applicant eligibility, and reviewing relief awarded.
· Receives and processes BOE property value appeals.
· Maintain accurate records. 
· Related duties as required.
MINIMUM QUALIFICATIONS

1. Education and Experience

Graduation from high school; 
AND

One year of experience performing related duties; 
OR

An equivalent combination of education/experience.

2. Required Knowledge, Skills, and Abilities 
Basic knowledge of personal computer operations and various data and word processing applications, including Microsoft Office. Considerable knowledge of office machines and filing systems; alpha and numeric; standard office practices and procedures related to filing and record keeping. Operate various standard office equipment and devices such as 10-key calculator, telephone, and records management systems.

Ability to communicate effectively verbally and in writing. Develop and maintain effective working relationships with fellow employees and members of the public. Ability to compose various types of correspondence and to design forms. Ability to meet deadlines on time by working efficiently and accurately. 
3. Special Qualifications – None.
4. Work Environment:

Work is performed in a typical office setting with appropriate climate controls. Tasks require various physical activities like walking, standing, stooping, sitting, reaching, and light lifting. Talking, hearing, and seeing are essential to the completion of job duties. Rapid work speed required performing keyboard operations. Common eye, hand, finger, leg, and foot dexterity exist. Mental application utilizes memory for guided and creative problem solving, details, verbal instructions, emotional stability, and discriminating thinking.

