
City and Borough of Wrangell 

Public Works Department 

Temporary Administrative Assistant – Job Requirements 

 

Performs computer software processing and data entry, record keeping, bookkeeping, office 

management, administrative support, organizational and clerical tasks in the Public Works Department. 

Works under the supervision of the Director of Public Works. This is a part-time position (approximately 

20 hours per work week).   

 

Duties include: 

 

 Perform a variety of clerical, office support, report generation and record keeping assignments. 
 Provide proper invoice coding for bill payment and invoice generation.  
 Respond to requests for information from residents as well as Borough employees and make 

proper referrals. 
 Establish, prepare, revise and monitor department files, records, maps and reports.  
 Provide email correspondence and meeting setup as required.  
 Manage, operate and maintain office equipment.  
 Establish, organize and manage filing system – both hard copy and electronic files. 
 Type, edit and proofread documents.  
 Order departmental supplies and manage office supplies inventory. 
 Answer telephone and email contacts and relay messages to employees in a timely manner.  
 Provide data input and word processing as needed. 
 Assist in the preparation of any required reporting documents.  
 Prepare letters, correspondence, minutes, memos and reports for mailing and distribution.  
 Create and track work orders and purchase orders.  
 Assist in managing contracts and billings.   
 Obtain data or information in the field as assigned.  
 Ability to make minor decisions that are in compliance with department and Borough policies and 

apply them to work matters. 
 Assist Public Works Department employees as well as all other Borough departments as needed.  
 Perform additional projects or administrative support duties as assigned.  

 

Skills: 

 Must be familiar with computer word processing and data processing software including the 
Microsoft Office suite of applications and have excellent typing skills.  

 Experience with operation and care of office equipment (multi-function copiers, fax machine, 
computer, phone system).  

 Possess excellent written and verbal communication skills. 
 



Abilities: 

 

 Ability to juggle multiple projects with accuracy.  
 Possess strong administrative and organizational skills.  
 Possess exceptional customer service skills with customers, outside agencies and Borough 

employees, both over the phone and in person. 
 Ability to effectively deal with upset customers.  
 Ability to maintain confidentiality.  
 Possess strong sense of urgency and problem solving skills.  
 Maintain knowledge and skills in bookkeeping and accounting, use of computer system and 

software, telephone system, office equipment, records management, data compilation and 
report generation. 

 Have positive work attitude. 
 Willingness to become proficient in basic GIS software use.  
 Possess thorough knowledge of business English, spelling and vocabulary. 
 Willingness to learn department rules, regulations, policies, procedures and functions.  
 Ability to understand and carry out complex oral and written instructions.  
 Ability to perform quality work under pressure.  
 Ability to work a regularly scheduled work week approximately 20 hours of scheduled/assigned 

work.  
 Willingness to work overtime or extra hours as assigned and to modify work hours.  
 Ability to maintain regular punctual attendance. 

 


