
EAST SIDE MOSQUITO ABATEMENT DISTRICT

2000 Santa Fe Avenue, Modesto CA 95357 ( (209) 522-4098 ( FAX (209) 522-7841 ( www.eastsidemosquito.com 


POSITION:
ADMINISTRATIVE ASSISTANT (FULL TIME AND SEASONAL)
SALARY:
$4,602 -$5470 per month (Range 1 – 8, Resolution 168-2024)

BENEFITS:
Full benefit package (medical, dental, vision, sick leave, 16 paid holidays annually). Retirement is limited to Full Time Employees, only.
STATUS:
Regular full time and/or Seasonal, subjective to twelve (12) month probation period.


Definition of the Position: Under general direction of the Administrative Services Officer, perform a variety of routine clerical work including but not limited to data entry, word processing, typing, filing, and maintaining a variety of records including bookkeeping, budgets and payroll; assist in ordering, inventory accuracy, record keeping and filing; answering calls, generating service requests and review of closed requests; and assist the biologist with developing fliers, public outreach, and keeping meeting records, and social media outreach. Excellent communication skills, sound judgment, attention to details, and perform other related work as required.
Essential Duties 

1. Performs clerical duties related to assigned functional areas throughout the district.

2. Assist the Administrative Services Officer/Clerk to the Board with bookkeeping duties including updating ledgers, journals, logs, files and other accounting records.

3. Assist the ASO/Clerk to the Board with timekeeping, reconcile hours worked, develop and maintain payroll documents and records, assist in developing budgets and personnel payroll records.
4. Assist in maintaining inventory, order supplies, prepare purchase requests, generate purchase orders, and check accuracy of orders received.

5. Answers phones, emails, texts; routes calls, take and deliver messages; good knowledge of software including spreadsheets, word processing, relational databases such as access and VeeMac software; and accounting software such as QuickBooks.
6. Prepare service requests received from the public; assign to field technicians, assist in scheduling inspections and appointments, close service requests and review SRs for accuracy. 
7. May greet and assist visitors during their visit at the District.
8. Operates a variety of office equipment including computers, iPads, smartphones, copiers, and printers.
9. Assist Vector Biologists and/or their designee in preparing fliers, printing and distribution, accompany and assist the public outreach team in disseminating educational information on mosquito control at schools, group meetings and any other gatherings.
10. Attends a variety of meetings, assist in preparing agendas and minutes, and disseminates information as appropriate. 
11. Types or produces reports or correspondence utilizing word processing, spreadsheet, and other business software; updates files and maintains a variety of records.

12. Gathers and records statistical information for reporting purposes.

13. May be required to provide information to the public such as pamphlets and brochures and answer questions concerning mosquito control.

14. May be required to assist in preparing mosquito traps and assist in deploying them out in the field. 
15. Assists the ASO in gathering chemical inventory, fuel delivery and use records, generate reports for distribution; assist in preparing statutory reports including CERS, NPDES, SJAQCB, and fuel tax reimbursement reports as directed.
16. May assist in the preparation and implementation of outreach activities, and other special reports as directed.
17. Performs other related work as required. 
Knowledge and Skills: To be successful in this position, an individual must be able to perform each essential duty and responsibility satisfactorily. The requirements listed are representative of the knowledge, skill, and/or ability required for Administrative Assistant position.

Education and Experience: Graduation from high school, some college coursework preferred, and a minimum of two years increasingly responsible secretarial or clerical-related experience required. Basic computer skills including word processing, spreadsheets, and database functions, required.  Ability to type at least forty (40) words per minute from clear copy.

Other: Possession of a valid California Driver license and driving record acceptable to ESMAD insurance carrier; successful completion of pre-employment physical examination, drug screening, and background check.

PHYSICAL DEMANDS

· Ability to work in an office environment with extended exposure to computer screens 

· Ability to use fine hand manipulation; carry items; perform repetitive hand movement associated with computer usage; bend; twist; turn; balance; lift; push; drag; perform simple and power grasping; squat; stoop; kneel; reach; climb; and pull

· Ability to regularly* sit for extended periods of time

· Ability to occasionally* stand for extended periods of time
· Ability communicate and talk to diverse group of people.
*
Periodically – Activity or condition exists up to 25 percent of the time

Occasionally – Activity or condition exists from 25 to 50 percent of the time

Regularly – Activity or condition exists from 50 to 75 percent of the time

Frequently – Activity or condition exists 75 percent or more of the time

Other relevant knowledge and abilities may be considered in-lieu of, or in addition to, the foregoing.
Interested parties who meet the qualifications must complete and submit a District application.  Resumes alone will not be accepted but may be included with the application.  To obtain an application, please contact the East Side Mosquito Abatement District office at (209) 522-4098 or www.eastsidemosquito.com. 
Administrative Assistant - 2024
2
3
Administrative Assistant - 2024

