
City of Batesville 
Job Description 

Job Title: Administrative Secretary/Customer Relations 

 

Exempt (Y/N): N     Dot Code:  201.362-030 

Shift: First      Location: Varies 

Department: Parks and Recreation   Employee Name:  

Supervisor: Department Head 

Prepared By: Jeff Owens    Date: 12-9-2014 

 

 

Summary: This non-exempt entry level employee schedules appointments, gives information to 

callers, takes dictation, and otherwise relieves city departments of clerical work and minor 

administrative and business detail by performing the following duties.  The Administrative 

Secretary works under the daily supervision of the department head or a designated supervisor. 

 

Essential Duties and Responsibilities include the following.  Other duties may be assigned. 

 

 

Routine customer service responsibilities dealing with both citizens and other City employees in 

carrying out assigned duties. 

 

Responsible for appropriate office equipment. 

 

Works closely with other City employees in carrying out assigned tasks. 

 

Reads and routes incoming mail.  Locates and attaches appropriate files to correspondence to be 

answered by employer. 

 

Composes and types routine correspondence, or enters information into computer to prepare 

correspondence, bills, statements, receipts, or other documents, copying information from one 

record to another. 

 

Maintains and files correspondence and other records. 

 

Answers telephone and give information to callers or routes call to appropriate party and places 

outgoing calls. 

 

Schedules appointments for employer. 

 

Greets visitors, ascertains nature of business, and conducts visitors to employer or appropriate 

person. 

 

Reserves pavilions, fields and facilities. 

 

 



Processes bills. 

 

Arranges travel schedule and reservations. 

 

Compiles and types statistical reports. 

 

Records minutes of staff meetings. 

 

Makes copies of correspondence or other printed matter. 

 

Prepares outgoing mail. 

 

May operate two-way radio. 

 

Performs related duties as assigned. 

 

Qualifications Requirements: To perform this job successfully, an individual must be able to 

perform each essential duty satisfactorily.  The requirements listed below are representative of 

the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. 

 

Education and / or Experience:   

High school diploma or general education degree (GED); with keyboarding and other 

clerical skills; and one to two years related experience; or equivalent combination of 

education and experience. 

 

Language Skills:  

 Ability to read, analyze, and interpret professional journals, technical procedures, or 

governmental regulations.  Ability to write reports, business correspondence, and 

procedure manuals.  Ability to effectively present information and respond to questions 

from other city employees, media and the general public. 

 

Mathematical Skills 

Ability to calculate figures and amounts such as discounts, interest, commissions, 

proportions, percentages, area, circumference, and volume.  Ability to apply concepts of 

basic algebra and geometry. 

 

Reasoning Ability 

Ability to solve practical problems and deal with a variety of concrete variables in 

situations where only limited standardization exists.  Ability to interpret a variety of 

instructions furnished in written, oral, diagram, or schedule form. 

 

Certificates, Licenses, Registrations: 

Valid Arkansas Driver’s License. 

 



Physical Demands: The physical demands 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. 

 

While performing the duties of this job, the employee is regularly required to sit; use 

hands to finger, handle, or feel objects; and reach with hands and arms.  The employee 

frequently is required to walk talk or hear; tolls or controls; reach with hands and arms; 

stoop, climb, balance, kneel crouch or crawl.   

 

The employee must regularly lift and/or move up to 10 pounds.  Specific vision abilities 

required by this job include close vision, distance vision, and the ability to adjust focus. 

 

Work Environment: The work environment characteristics described here are 

representative of those and employee encounters while performing the essential functions 

of this job.  Reasonable accommodations may be made to enable individuals with the 

disabilities to perform the essential functions. 

 

The noise level in the work environment is usually moderate. 

 


