
City of Ouray 

Job Description 
 

Title: Administrative Assistant  Code:     126                     
Division: Administration Effective Date:      12/2021 
Department: Administration Last Revised:         
 
GENERAL PURPOSE 
 
Performs a variety of highly responsible, complex, and confidential clerical and administrative duties 
in support of the City Administrator. To coordinate and participate in office support functions as needed to 
expedite various administrative functions of the City.  
 
SUPERVISION RECEIVED 
 
Works under the general supervision of the City Administrator 
 
 

SUPERVISION EXERCISED 
 
None 
 
ESSENTIAL FUNCTIONS 
 
Administrative Support to the City Administrator: Serves as liaison between the City Administrator and 
other City staff, outside agencies, and the general public. Assists City Administrator with directing all phone 
communications and responding to select email communications. Conducts assigned research and 
analysis; participates in a variety of specialty assignments as needed to assist in the completion of 
administrative projects. Maintains City Administrator’s appointment calendar and reservations and arranges 
conferences and meetings. Creates letters, reports, statements, memorandums and other materials. 
Maintains filing systems, control records and indexes. 
 
Reception/Customer Service: Greets individuals in person and over the phone and directs them to the 
appropriate individual or department; provides accurate and impartial information to the public; receives 
payments on accounts receivable for permits, lodging tax, excise tax, liquor licensing and other 
miscellaneous receivables; looks up utility account balances and posts received payments to the Xpress 
Bill Pay system. Responsible for mail processing, copying, faxing and word processing as requested; 
communicates with the public for purposes of residential customer concerns and inquiries, which include 
weekly trash/recycle pickup; responsible for maintaining front desk area; updates materials in the forms 
tower and notices posted on hallway bulletin board. 
 
Receives committee member applications; schedules various committee meetings to assure 
proper public notice; assists with the coordination of setting up events for City staff, committees 
and the City Council. 
 
Licensing/Permits: Processes Huckstering Permits for business activities on City property; receives 
business registration forms and maintains active business registrations, including maintaining lists on the 
Wireless Emergency Notification System (WENS) for businesses emergency management alerts. Receives 
all other licensing and permits on behalf of the City. 
 
Performs related duties as required. 
 
 

MINIMUM QUALIFICATIONS 
 

1. Education and Experience: 
 

A. Graduation from high school; 
AND 

B. Two (2) years of responsible experience related to above duties; 
OR 

 C. An equivalent combination of education or experience. 

 



 
 
 
2. Knowledge, Skills, and Abilities: 
 

Working knowledge of City operations and policy, and a high level of experience, discretions, and 
technical skill; general office maintenance and practices; telephone operations and receptionist 
functions; operation of computer in utilizing various software programs related to word processing, 
spreadsheet and data base management; operation of standard office equipment; basic accounting 
principles; interpersonal communication skills and telephone etiquette; public relations. Working 
knowledge of basic clerical and record keeping functions essential to operations. 

 

Considerable Skill in the use of computer and computer related resources; customer relations 
and cooperative problem-solving. 

 

Ability to communicate effectively with the public, staff and outside agencies; perform basic 
mathematical calculations; maintain strict confidentiality related to sensitive administrative 
information; operate personal computer in utilizing various programs including Microsoft and 
Google platforms to produce or compose formal documents, reports, emails and records; operate 
standard office equipment; develop effective working relationships with supervisors, fellow 
employees, and the public. 

 

3. Special Qualifications: 
 

May be required to serve as a notary.  
 

 

4. Work Environment: 
 

Work performed in a typical office setting with appropriate climate controls. Tasks require variety 
of physical activities, not generally involving muscular strain, including walking, standing, stooping, 
sitting, reaching, and light lifting. Talking, hearing and seeing essential in the performance of daily 
tasks. Common eye, hand, finger dexterity required. Mental application utilizes memory for details, 
verbal instructions, emotional stability and discriminating thinking. Workplace stress associated 
with customer service can be an everyday occurrence. 

 

Disclaimer:  The above statements describe the general nature, level, and type of work performed by the incumbent(s) assigned to this 
classification.  They are not intended to be an exhaustive list of all responsibilities, demands, and skills required of personnel so classified.  Job 
descriptions are not intended to and do not imply or create any employment, compensation, or contract rights to any person or 
persons.  Management reserves the right to add, delete, or modify any and/or all provisions of this description at any time as needed without 
notice.  This job description supersedes earlier versions. 

I _______________________________ have reviewed the above job description.    Date: __________________________________ 
                                                        (Employee) 


