
        JOB DESCRIPTION 
            CITY OF HUXLEY 

 
 

 
SUMMARY OF DUTIES:  Perform work under general guidance.  Perform various administrative, 

office, and clerical duties.  Perform other duties as assigned. 

 
SUPERVISES:  N/A   REPORTS TO: City Administrator 
      
 

PRINCIPAL DUTIES AND RESPONSIBILITIES: 
  

1. Meet, greet and assist customers. Answer phone, take messages, direct calls and provide 
general information. 

2. Process City mail and deliveries. 
3. Process daily utility payments. 
4. Process other payments. 
5. File employee time sheets, paid invoices, and other documents. 
6. Scan and Archive Council Packets, Ordinances, Resolutions, and other documents. 
7. Assist in generating monthly water /sewer utility bills. Send out necessary follow-up notices 

and delinquent notices. 
8. Assist in updating City website and social media, as needed. 
9. Responsible for maintaining petty cash drawer and log/checkout of credit cards. 
10. Assist with Building Permit process. 
11. Maintain and update City forms. 
12. Produce invoices as needed for a variety of charges. 
13. Issue dog, cat, duck, and chicken licenses for the City. 
14. Assist in locating information for citizens, department heads, other employees, or 

consultants as necessary. 
15. Address citizen inquiries, comments or complaints.  Communicate with citizens and other 

employees personally, over the telephone, or in writing. 
16. Assist in filing monthly City sales tax reports. 
17. Assist in issuing tree trimming and sidewalk repair notices annually as appropriate. 
18. Reconcile Ambulance account receivables. 
19. Serve as a Notary Public. 
20. Serve as Passport Acceptance Agent. 
21. Perform related duties as assigned. 

 

ENTRY REQUIREMENTS: 
 

1. High School Diploma or GED equivalent; 4-6 months related experience and/or training;  
2. Ability to speak effectively to customers and employees in a professional manner. 
3. Ability to apply common sense understanding to carry out detailed written or oral 

instructions.  
4. Ability to deal with problems. 
5. Ability to handle multiple tasks. 

DEPARTMENT:  ADMINISTRATION -- POSITION:  Administrative Assistant 

NON-EXEMPT FULL-TIME HOURLY POSITION 



6. Ability to work with people and maintain positive work attitude. 
7. Must be able to work with confidential information. 
8. Maintain documentation and records for a variety of areas. 
9. Knowledge and ability to use Microsoft Office or similar software (ie. Word, Excel, 

internet, etc).  Knowledge of computer important to position. 
10. Knowledge of office procedures and practices (i.e. phone, filing, letter writing, time 

management, etc.) 
11. Must be bondable 

 

REQUIRED SPECIAL QUALIFICATIONS: 
 

1. The job duties described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 

2. A high level of organization is required in this position.  

3. Superior Customer Service skills are necessary in this position. Soft skills such as conflict 
resolution and the ability to interpret tone and body language of customers is extremely 
helpful. 

 

EQUIPMENT AND TOOLS USED: 
 

Computer equipment, printers, fax machine, telephones, calculators, scanner, passport 
photo camera, and copy machine.  This list is a representation of the type of tools and 
equipment used.   

 

OTHER REMARKS: 
 
 
  
  Residency Requirements:  It is desirable that the employee reside within a 30-minute  
  drive of City Hall. 

 
 

The City of Huxley is an equal opportunity employer. 
 

The job duties described here are representative of those that must be met by an employee to 
successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  
 

The City of Huxley grants veteran’s preference on positions with a minimum of an initial interview for all 
veterans who claim and are eligible for preference. 

 
 


