CITY OF NIAGARA FALLS

DEPARTMENT OF HUMAN RESOURCES

JOB VACANCY

TITLE:



Administrative Assistant
DEPARTMENT/DIVISION:           Code Enforcement
NUMBER OF VACANCIES:
(1) Temporary 





Grade 15 $20.4814- $28.8377 per hour
**Must be a resident of Niagara Falls, NY within 6 months of appointment**
DISTINGUISHING FEATURES OF THE CLASS:  
This is responsible administrative work performed in the City’s Department of Code Enforcement.  This position differs from Administrative Assistant due to the uniqueness of the duties related specifically to code enforcement.  The incumbent also serves as confidential secretary to the Director Code Enforcement.  The employee is responsible for organizing office activities and performing clerical tasks inherent in the Code Enforcement Department including file management, correspondence, and budget control. The incumbent acts as a liaison between the Director of Code Enforcement and the general public, consultants, contractors, vendors, other government agencies and all City Departments. Routinely coordinates and institutes with the Director all work to be performed by various Inspectors and Code Enforcement Officers, responds to public complaints, develops operations and maintenance budget for all divisions as well as capital budget for equipment purchases.  General supervision is received from the Director of Code Enforcement.  Supervision may be exercised over a temporary or seasonal clerical staff as assigned.  The Administrative Assistant-Code Enforcement performs related work as required. 

TYPICAL WORK ACTIVITIES:
Opens and distributes all incoming mail, complaints, and responds to all routine correspondence;

Maintains calendar for Director including meetings with departments, block clubs, etc., 

Prepares administrative reports and other documents as required;

Responds to complaints received both over the telephone and in person;

Receives and prepares complaints written by Code Enforcement Officers to prepare court documents to summon violators to court;

Prepares all written departmental correspondence, including correspondence relating to demolitions;

Orders stub searches, board-ups, prepares required legal documents for demolition orders;

Attends and transcribes minutes for demolition hearings;

Inputs departmental payroll into computerized system and maintains all departmental payroll records;

Participates in preparation of the annual department budget and advises superiors regarding budget maintenance;

Prepares and processes purchase orders and direct pay vouchers and budget transfers;

Checks and maintains all insurance certificates for general mechanical, plumbing and electrical contractors and prepares correspondence relating to same;

ADMINISTRATIVE ASSISTANT – CODE ENFORCEMENT 

(Continued)

Prepares and maintains applications and files related to the Niagara Falls Zoning Board 
Of Appeals;

Maintains records with regard to all functions of the department inclusive of housing, building, electrical, plumbing, home improvement and zoning;

Assists in the preparation of the licensing of sightseeing tour operators;

Uses personal computer, Microsoft Word, Excel, AS400 and Lotus Notes.

FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:
Thorough knowledge of modern office practices and procedures; business English; spelling and business arithmetic; good knowledge of organization, function, rules, policies, and regulations of the Department of Code Enforcement; working knowledge of New York State Building and Zoning Codes; ability to prepare effective correspondence on routine matters and to perform routine office management details with only general supervision; ability to follow moderately complex oral and written directions; ability to get along well with others; good organizational skills; clerical aptitude; good judgment; ability to maintain confidentiality; discretion and overall good judgment; tact and courtesy.

MINIMUM QUALIFICATIONS:  
(A)
Graduation from a regionally accredited or New York State registered two (2) year college or university with an Associate’s degree in Administrative Assistant, Office Management, Business Administration or related field and four (4) years of clerical experience which involved complex and independent responsibilities.
OR
(B)     Graduation from high school and six (6) years’ experience in a position as defined    in (A).
NOTE:  At least four (4) years of appropriate experience is required; additional education beyond an Associate’s degree cannot be substituted for the required four years’ experience; high school graduation is required; additional experience beyond six (6) years cannot be substituted for high school graduation.

