Kiowa County Commissioner’s Office
Administrative Assistant
Job Description


· Assist with Computerized Fund Accounting
· Input vouchers in computer for Accounts Payable and Payroll
· Assist with Human Resources including health insurance, personnel policy, etc.
· Analyze time and equipment cards and organize on spreadsheets
· File timely payroll, accounts payable and other reports  
· Work closely with Administrator, Commissioners, other elected officials, auditor, other county offices, road foremen, and other employees
· Act as lead administrator for all county involved grants with oversight provided by county administrator
· Answer phones, file, and other standard clerical duties
· Extensive computer use, including Microsoft Word, Excel, and others
· Operate a ten-key calculator 
· Type at least 50 words per minute, with no errors
· Keep supplies stocked 
· Perform any other duties as assigned or required and not listed above
· Must be able to work independently 
· Must be able to keep business confidential
· Schedule drivers and rides for Transit. 
· Work closely with Transit Advisory Board to make and implement policies and procedures.
· Administer the County’s Healthy Choices Food Program through grant funding.
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