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ADMINISTRATIVE ASSISTANT – FRONT DESK-CONSTITUENT SERVICES SPECIALIST 
COMMISSIONER’S ADMINISTRATIVE SUPPORT STAFF

OFFICE OF COMMISSIONER AMANDA FRITZ

Approximate Starting Monthly Salary: $3,040
GENERAL POSITION OVERVIEW:

Commissioner Amanda Fritz seeks an energetic, self-motivated, positive individual with customer service experience, to join her office as an Administrative Assistant with a primary focus as our constituent service specialist.

 
The Applicant’s cover letter and resume must address the criteria and desired experience listed in the position’s Characteristics Description and Recruitment Process requirements, detailed below.  
Applications received by 5 P.M. on Sunday, April 7, 2013 will be considered first. Applications received after that deadline may be considered until the position is filled.

DISTINGUISHING CHARACTERISTICS OF THIS POSITION:

This Administrative Assistant for the Office of Commissioner Amanda Fritz is responsible for in-person, phone, and written customer service to community members and City staff, and also provides administrative support to the Commissioner and the office team to ensure timely completion and documentation of tasks. The Administrative Assistant is expected to carry out his or her individual responsibilities in a manner that supports City values of establishing equity, constituent respect and community empowerment.  The successful applicant will be capable of demonstrating how to embrace core principles of diversity, governance, public process and mutual learning in the context of government service in a City of Portland Commissioner’s Office.   
Primary duties include: 
· Greeting visitors to the office and answering telephone calls

· Coordinating, tracking and researching solutions to constituent inquiries 

· Researching and assembling information related to weekly Council agendas 

· Preparing talking points and other presentation materials
· Preparing and filing Council documents

· Managing posting of community events on the team’s web page 
· Sorting mail, drafting responses to constituent communications 
· Taking meeting notes and transcribing minutes
· Providing logistical event and meeting support as assigned 
· Office management and organization

· Assisting with scheduling for the Commissioner
The position requires experience in customer service and responding to public inquiries; capacity to work in an environment that requires confidentiality and discretion; using sound judgment with thoughtful and respectful communication skills to provide information on behalf of Commissioner Fritz to community members and City staff; and the ability to lead or carry out administrative projects.  The successful applicant will be able to work independently and also to follow directions and function as a team member, with the demonstrated capability of tackling tasks great or small in a timely, cheerful and effective manner.  Ideal applicants are patient, kind, detail-oriented problem-solvers who find satisfaction in helping others.
Additional duties may include, but are not limited to:
· Providing stakeholders and community partners with informed and responsive services;
· Seeking input and involvement of Portlanders in City policy development and programs
· Staffing the Commissioner in meetings, gathering relevant information beforehand and carrying out follow-up afterward

· Tracking current events or issues 

· Creating, revising and maintaining office data bases and protocols
· Maintaining and monitoring staff schedules
· Attending to a variety of office administrative tasks

· Establishing and maintaining file systems

· Distributing informational materials and keeping reference documents current

· Archiving and maintaining public records

· Developing and maintaining mailing lists

· Representing the Commissioner at public events and meetings and providing concise reports to the Commissioner and Chief of Staff
· Other assistance to the Commissioner and office staff as assigned
Hours will generally be from 8 AM to 5 PM, Monday through Friday. Applicant must be willing to work occasional evenings or weekends.
THE RECRUITMENT PROCESS

The ideal Applicant must possess and specifically address the following skills, knowledge and experience in a cover letter and resume:
· Bachelors degree, or equivalent training and experience

· Demonstrated record of outstanding customer service capabilities.
· Knowledge of the principles and practices of effective communication; correct English usage, including typing, spelling, grammar and punctuation.  Additional proficiency in other languages helpful.
· Experience with office administrative and management practices and procedures.
· Understanding of basic functions of public agencies, including the role and responsibilities of a public governing official.
· Exercise discretion at all times with respect to confidential information, the Commissioner’s values and positions, and the honor of working in public service.
· Experience with basic office software and website management.
· Experience establishing and maintaining highly effective working relationships with diverse stakeholders.  The position requires interaction with elected officials, all levels of City management and staff, our office team members, other governmental officials, business and neighborhood leaders, community agencies, and the community at-large.
· Experience working successfully within and across culturally diverse communities, with sensitivity, awareness and application of culturally relevant approaches.  

The applicant’s training and experience must be outlined in the hiring application, consisting of a cover letter and resume. This application must be no longer than four (4) pages in total, using 12 point font. The most qualified candidates, as determined by evaluation of the applications, will be invited for an interview.
· Resumes must state educational and job history, including length of employment and compensation in each job.
· Resumes should include history of community volunteer activities

· Minorities, women, veterans, people of any age, and individuals with disabilities are encouraged to apply. 

· Applicants who are not U.S. citizens must be authorized to work in the United States at time of application.
· Additional evaluation and interviews may be required 

· Applications received by 5 P.M. on Sunday, April 7, 2013, will be considered first; those received after that deadline may be considered until the position is filled. 

Submit cover letter and resume via email to:

 CommFritzJobs@portlandoregon.gov  
FAXED AND PAPER APPLICATIONS WILL NOT BE ACCEPTED.  

Principals only, no third party applications will be considered.
The City of Portland is an Equal Opportunity Employer
