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AMADOR WATER AGENCY 
 
 

Job Title:   ADMINISTRATIVE ASSISTANT I 
  ADMINISTRATIVE ASSISTANT II 
Department:   Operations 
Approved By:   Board of Directors 
Approved Date:   July 9, 2020 
FLSA Status:   Nonexempt-Confidential Status 
Unit:   AWA Employees Association 
Range:  Admin I = 11; Admin II = 3  
 
Classification specifications (job descriptions) are intended to present a descriptive summary of 
the range of duties and responsibilities performed by an incumbent in the classification.  
Specifications are intended to outline the minimum qualification for entry into the classification 
and not intended to reflect all duties and responsibilities of an incumbent in the classification. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties 
may be assigned. 
 
Under direction of the Department Manager or designated supervisor, perform a variety 
of complex technical and statistical clerical and secretarial duties. 
 
Administrative Assistant I (clerical)  
1. Receives and screens visitors and telephone calls. 
2. Handles independently or refers them to others as circumstances warrant. 
3. Prepare or assist in the preparation of various reports, letters. 
4. Utilizes computer software such as word processing, database and spreadsheet 

applications to input and retrieve data. 
5. Responsible for file maintenance. 
6. Maintains an appointment calendar to keep self and manager informed (if required). 
7. Knowledgeable in modern office equipment and standards. 
 
Administrative Assistant II (technical) 
In addition to the above, provides authoritative information which requires the use of 
judgment, knowledge and interpretation of applicable policies and procedures. 
1. Researches, compiles and summarizes a variety of informational material for use by 

the manager in reports, correspondence, meetings and presentations. 
2. Prepare graphs and charts. 
3. Independently prepares correspondence for own or manager's signature. 
4. Prepares documents based on verbal direction, notes or rough draft; work with job 

cost accounting programs. 
5. Performs tasks that require the need for the incumbent to maintain confidential 

status. 
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QUALIFICATIONS   
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
Knowledge of: 
State and Federal regulations for water and wastewater operations in order to assist 
manager. 
 
Ability to: 
1. Perform a wide variety of difficult and responsible office support with little 

supervision. 
2. Independently set up and maintain records and files. 
3. Assemble data and prepare reports; operate a computer and utilize office support 

software to prepare documents and reports. 
4. Computer keystroke accurately at a rate of 60 words per minute 
5. Establish and maintain cooperative working relationships with the public and other 

personnel contracted in the course of work 
 

Administrative Assistant II - in addition, knowledge of software that would include 
borders, shading, graphic, importing and exporting data/graphics to and from other 
interactive programs of devices and writing formulas that are moderately difficult. 
 
PHYSICAL DEMANDS   
The physical demands described here are representative of those that must be met by 
an employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is regularly required to sit. The 
employee frequently is required to use hands for telephone, computer and adding 
machine functions. The employee is occasionally required to reach with hands and 
arms.  The employee must occasionally lift and/or move up to 10 pounds.  Specific 
vision abilities required by this job include close vision and the ability to adjust focus. 
 
WORK ENVIRONMENT   
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions.  The noise level in the work environment is usually moderate. 
 
OTHER REQUIREMENTS 
Education/ Certifications  
Administrative Assistant I - High school diploma or general education degree (GED); 
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two (2) years of increasingly responsible office support and office assistant experience.  
 
Administrative Assistant II - In addition to the above, three (3) years of complex 
secretarial, clerical experience.  Accounting and subprofessional technical engineering-
related experience desirable. Ability to work at a confidential level. 
 
LANGUAGE SKILLS  
Ability to read and interpret documents such as safety rules, policy and procedure 
manuals; State and Federal requirements (if required).  Ability to write routine reports 
and correspondence.  Ability to speak effectively to customers and other Agency 
employees.  Modern office methods, procedures and equipment, word processing, 
spreadsheets, business letter writing, correct spelling, grammar and punctuation; project 
planning, map reading, city and county government department structures; knowledge 
of plotters, blue printing and other typical engineering department equipment is helpful; 
research information from the County Recorder's and Surveyor's departments. 
 
CERTIFICATES, LICENSES, REGISTRATIONS  
Possession of a valid California driver's license and a continuing acceptable driving 
record. 
 
 
 
 


