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Housing Authority




P.O. Box 1200

Estes Park, CO  80517

970-577-3730

FAX- 970-586-0249

ADMINISTRATIVE ASSISTANT

DESCRIPTION OF WORK

General Statement of Duties: Performs routine clerical and office type duties including contact with the general public. 
Hours:  Part time position, approximately 20 hours per week.  Flexibility in hours helpful.  

Supervision Received: Work under the immediate supervision of the Executive Director
Supervision Exercised:  None
ESSENTIAL FUNCTIONS OF THE JOB: (list is NOT all inclusive)
A.  Type correspondence, reports, forms and other items as needed

B.  Take and transcribe notes/minutes at meetings

C.  Receives telephone and in person callers, handles questions or matters of non-technical nature and directs to appropriate staff. 

D.  Maintain filing system, control records

E.   Perform data entry 

F.   Take housing applications and route appropriately

G.   Show apartments as needed

H.  Administration of Section 8 program

I .  Other duties as assigned
MINIMUM QUALIFICATIONS: Required Knowledge, Skill and Ability:
1. Working knowledge of modern office practices and procedures including grammar, spelling and punctuation. 

2. Skill in the operation of general office equipment

3. Skill in computer operations including Word, Excel 
4. Ability to type/Keyboard operation

5. Ability to communicate effectively in English both verbally and in writing

6. Ability to establish and maintain effective working relationships with other agencies and the general public.  

 Education:

High School graduate or equivalent
