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FLSA Status: This a non-represented, hourly, overtime-eligible position 

 

Nature and Purpose of Work 

The Office Assistant serves as the District’s primary business office receptionist and supports the 

day-to-day business and administrative services. Performing within the scope of the District’s 

policies and standard operating procedures, the Office Assistant manages their assigned areas of 

responsibility as a supporting member of the District’s management team.  

 

The Office Assistant fills a confidential administrative position that must consistently maintain 

respectful working relationships with the Fire Chief, Commissioners, management team members, 

District members, other agency affiliates, and the public. They must carry out their duties in a 

collaborative manner that fosters the respect fellow members, meets the District’s performance 

requirements, and provides effective customer service to both District members and the public. The 

Office Assistant’s conduct and workplace performance shall be guided by and remain consistent 

with the District’s Mission and Values. 

 

Supervision Received 

The Office Assistant works under the general policy direction of a designated Assistant Chief for all 

matters related to performing their duties and responsibilities, such as but not limited to: assigned 

projects, performance appraisal, member relations, work related practices, performance effectiveness 

and responsiveness, thus in conformance with the District’s expectations and discipline.  

 

Supervision Exercised 

The Office Assistant may be assigned coordination responsibility for organizing and supporting 

specific projects, tasks, or events. In these cases, the Office Assistant operates under the delegated 

authority of their supervisor. When coordination responsibilities are assigned, the Office Assistant 

operates in consultation with their supervisor and is expected to exercise sound judgment in 

providing the corresponding organization and coordination. 

 

General Duties and Responsibilities 

The duties and responsibilities represented in this position description are illustrative and not intended 

to imply that these are the only duties to be performed. The Office Assistant’s principle duties include, 

but are not limited to the following, which are not listed in any particular order of importance or 

significance. The Office Assistant shall be responsible for: 

1. Providing receptionist services as needed to support the District’s business office, including 

welcoming visitors, answering public inquiries, supplying requested information, directing phone 

calls, processing email requests, and aiding the public.  

2. Collecting mail and receiving package deliveries, distributing them to the appropriate personnel.  
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3. Assisting in the preparation of expense vouchers and volunteer incentive program materials as 

may be required to support administrative staff.  

4. Assisting staff members with computer data entry, preparing correspondence and other similar 

tasks, as well as proofreading upon request.  

5. Attending and taking minutes of District meetings as may be requested by administrative staff.  

6. Maintaining reservations and coordinating the usage of classroom and meeting room facilities.  

7. Assisting with maintaining an inventory of office and station supplies, replenishing as needed.  

8. Providing exceptional customer service to both internal and external customers in a professional 

and respectful manner that fosters professionalism through mannerism, appearance, demeanor, 

cooperation, compatibility, punctuality, and enthusiasm. 

9. Working as a contributing member of the management team providing clerical support and 

assisting with facilitating the District’s interoffice organization, coordination, and communication. 

10. Serving as the District’s designated cashier for receiving cash payments and accounting for petty 

cash transactions. 

11. Receiving and processing public records requests in accordance with District policy and standard 

operating procedures. 

12. Assisting the management team in supporting, coordinating, monitoring, and tracking purchases 

within the scope of their responsibility. 

13. Assisting with planning, organization, and supporting District events such as training, meetings, 

banquets, ceremonies, graduations, etc. 

14. Assisting with the District’s annual reporting responsibilities; revising and preparing updates to 

the District’s various administrative documents; gathering information upon request to support 

administrative staff, and preparing reports in a timely manner.  

15. Drafting, editing, and maintaining administrative records; to include examples such as but not 

limited to correspondence, records, and reports, rosters, resource lists, billing statements, event 

announcements, annual reports, and process related forms. 

16. Demonstrating and maintaining cooperative and effective working relationships with the District’s 

administrative staff, volunteers, and commissioners; maintaining professional interaction in a 

manner that maintains mutual respect, fosters team building, and promotes collaboration. 

17. Attending meetings, seminars, conferences, and other training that may be relevant to staying 

abreast of new techniques and industry developments related to their duties and responsibilities. 

18. Providing recommendations designed to assure administrative office workflow is executed in a 

well-organized, efficient, and effective manner. 

19. Performing other duties by means of supporting the District’s mission of protecting and serving 

the community as needed.    

 

Note: The following assignment and description of specific duties may be modified or re-

distributed on a case-by-case basis in order to meet the District’s need to: balance workloads to 

accommodate special projects; associate duties with required credentials; improve efficiency by 

aligning duties to match with individual expertise, strengths, and skill sets; broadening skills and 

experience for the purpose of fostering professional development and to support succession 

planning efforts, etc. 
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Knowledge, Skills and Abilities 

While requirements may represent the minimum levels of knowledge, skills and abilities, to perform 

this position successfully, the incumbent will possess the abilities and aptitudes to perform each duty 

proficiently. The Office Assistant must possess good character and the ability to effectively work well 

with others as a contributing team member who is able to learn quickly and follow directions. They 

must have a good working knowledge of the District’s policies and standard operating procedures and 

the ability to work effectively under pressure as necessary. In addition, and as is commensurate and/or 

applicable to their assignment, the Office Assistant must also possess the: 

1. Ability to manage multiple and competing demands for service, conflicting deadlines, and remain 

on task despite numerous interruptions. 

2. Ability to maintain the confidentiality of District operations including personnel matters and 

medical information about employees and patients. 

3. Ability to maintain a high degree of proficiency in the use of Microsoft® Office Suites including 

Word, Excel, PowerPoint, and Outlook, as well as the ability to learn and become proficient with 

specialized software programs that are unique to the District. 

4. Ability to follow directions and to carry out instructions effectively. 

5. Ability to communicate effectively in English, both orally and in writing, in a clear and concise 

manner. 

6. Ability to cope with situations firmly, courteously, tactfully, with strong moral character, and with 

respect for each citizen's individual rights. 

7. Ability to establish and maintain effective working relationships with other District members and 

supervisory personnel.  

8. Ability to maintain composure and self-control under adverse and stressful conditions (i.e., public 

inquiry, compressed deadlines, sensitive personnel matters, audits, etc.). 

9. Ability to work independently as well as establish and maintain harmonious relations with others 

both inside and outside the organization. 

Note: The statements contained above reflect general details as necessary to describe the principle 

functions of this position along with the level of knowledge and skills typically required for this 

scope of responsibility, but should not be considered as an all-inclusive listing of actual work 

requirements. 

 

Characteristics of a Successful Performer 

The successful Office Assistant must be an action-oriented individual with a passion for public service. 

They must be a person who can operate effectively within a demanding and stressful environment. To 

be successful, they must operate with a strong customer service orientation and the ability to effectively 

respond to a broad range of fire department needs, as well as the needs of other departments, and the 

general public while operating in a culturally diverse community. 
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Physical Demands 

The Office Assistant will be required to work in an office environment that may have limited access to 

sunlight. They may occasionally be expected to drive to the bank, a county office, or to travel to a 

conference or meeting. Their duties may require sitting for long periods of time using a computer and 

key board, kneeling and bending to retrieve documents from the lower drawers of a file cabinet, and 

walking through office spaces and the equipment bays. They must be able to lift up to 25 pounds. 

Specific vision abilities required by this job include close, distance and peripheral vision, depth 

perception, and the ability to adjust focus from detailed work. The Office Assistant must have the ability 

to conduct coherent face-to-face voice communication as well as via telephone.   

Accommodations – The successful applicant must be able to perform the essential duties of the 

position with or without an accommodation.  

 

Work Place Conditions 

While performing the duties of this position, the Office Assistant must be able to perform those 

physical activities normally encountered in an office environment, which includes sitting, reading, 

typing, talking, hearing and understanding face-to-face voice as well as phone communication, limited 

hand and arm motion, the general ability to be mobile, and all other physical activities as required for 

the performance of essential functions. 

 

Recruiting Requirements 
 

Eligible candidates for this position must possess adequate knowledge and experience to perform and 

demonstrate the essential abilities and qualifications of the position. Eligible applicants must: 

 Possess a combination of education, experience, and training that demonstrate the ability to 

perform the essential functions of the position. Two years of college level coursework in 

business or public administration, secretarial training, or a related field is desirable; 

 Possess a minimum of four years of customer services experience in a business office 

environment. 

 Possess experience and proficiency using Microsoft® Office applications; 

 Possess of a Washington State Driver’s License or the ability to acquire a Washington license 

within two months of hire. 

 Must be able to satisfactorily complete a pre-employment background investigation inclusive of 

a crimination records check and verification of responsible credit history.  


