	MCSO Job Description, Administrative Assistant / Secretary



MARION METROPOLITAN DRUG TASK FORCE
JOB DESCRIPTION

	Position Title: Administrative Assistant 
	Supervised By:  The MARMET Board and MARMET Supervisors

	Salary Range: $20 an hour
	Number of Hours: 20 hours a week


ESSENTIAL FUNCTIONS:

This is a non-sworn position within the agency. However, this is a very important support position(s), and the individual performing these tasks must develop a solid knowledge of law enforcement service terminology.  In addition to essential clerical skills, they must work well with others, and be able to work on sensitive matters, while maintaining the confidentiality and the confidence of others.
An applicant for the position of administrative assistant within the MARMET Drug Task Force must have the requisite skills and personal attributes to perform essential clerical and communications tasks consistent with the requirements of this job description.  
POSITION REQUIREMENTS:

Individuals seeking employment with the MARMET Drug Task Force as a non-sworn employee must:

1. Be a United States citizen; 

2. Be a resident of Ohio, or become a resident within ninety [90] days of employment;

3. Be at least twenty-one [21] years of age;

4. Never have been convicted of a felony, or a misdemeanor involving moral turpitude;

5. Be free of misdemeanor convictions for the last twelve [12] months;

6. Have no previous or current charges of OVI, five years prior to assignment.
7. Be subject to a thorough background investigation and personal interviews by agency personnel;

8. If served in the armed forces of any country, demonstrate stability, reliability, and integrity by having an Honorable Discharge [Dishonorable or General discharges are not acceptable];

9. Demonstrate a good financial credit rating for the last five [5] years;

10. Demonstrate reading and comprehension skills in the English language to at least the 12th grade level through interviews and written demonstration of proficiency;

11. Demonstrate honesty and integrity by successfully completing pre-employment polygraph and drug testing;

12. Be free from illegal drug use, or legal drugs that impair mental or physical performance for the past 5 years, as determined by interview, medical, or polygraph testing; 
GENERAL DUTIES:

Clerical personnel at the MARMET Drug Task Force are required to provide support to law enforcement operations to include:

1. Arrive to work at a specified time in appropriate non-uniform or soft-uniform attire, and be neat and well-groomed;

2. Meet and greet individuals of the community in person, over the telephone, and other computer-based devices;

3. Answer telephone inquiries from the public, resolve issues, and direct persons with issues and questions to the proper resource;

4. Assist in audits and inventory control;
5. Maintain records, archives, and filing systems;

6. Maintain sensitivity and provide equal services without regard to race, religion, gender, or cultural group;
7. Establish and maintain positive, effective working relationships with co-workers, supervisors, other agencies, and the public;

8. Attend and complete all required training and demonstrations of proficiency;

9. Establish and maintain liaison with local, county, state, and federal agencies, as well as public officials;
10. Support the goals and objectives of the agency;
11. Support and encourage a positive work environment; &
12. Abide by all lawful policies and procedures, orders, and instructions issued by superiors of the MARMET Drug Task Force.
SPECIFIC DUTIES:

An administrative assistant of the MARMET Drug Task Force will perform the following duties.  Deviations from the duties within this job description are subject to the prior written approval of the MARMET Board or MARMET Supervisors.  The administrative assistant will:

1. Work in a confined area for eight [8] or more hours, and remain seated for long periods of time; 
2. Operate computers, calculators, adding machines, copiers, fax machines, and scanning devices;

3. Answer and direct non-emergency telephone calls, take messages, keyboard and file documents, maintain agency records, and write correspondence;
4. Greet and direct guests and visitors;

5. Assist in inventory control;

6. Make liaison and business calls on behalf of management staff of the agency;

7. Prepare and edit management, inventory, patrol, and investigative reports, and records;

8. Maintain agency files and records;

9. Set archiving and destruction of records schedules according to agency policy and procedure;

10. Produce records of meetings and staffing sessions;

11. Produce billings and invoices to other agencies in concert with accounting procedures and contractual agreements in force;

12. Prepare and verify payroll submissions;

13. Maintain petty cash fund, including properly receipted disbursements, and prepare periodic accounting for reimbursement; 

14. Order and control issue of office supplies;

15. Maintain electronic suspense calendars, for key management officials of the agency;

16. Schedule and cancel appointments;
17. Work a flexible schedule;

18. Work with confidential or law enforcement sensitive materials or information;

19. Track equipment and property that is seized for evidentiary or forfeiture purposes;

20. Analyze and organize reported drug intelligence and drug tips;

21. Liaise with the courts to track seizures and insure that all amounts are properly documented for court orders to be deposited back into the MARMET account;

22. Compile statistical data and complete monthly, quarterly, or annual reports; &    

23. Any other lawful duty assigned by a supervisor.
Additional specific duties added by the MARMET Board or a MARMET Supervisor:
24.________________________________________________________________
25.________________________________________________________________
26.________________________________________________________________
27.________________________________________________________________
28.________________________________________________________________
EDUCATION AND EXPERIENCE:

1. Have a high school diploma or equivalent (GED);

2. Demonstrate a solid knowledge of law enforcement service terminology and practices;

3. Ability to type no less than fifty [50] words per minute on keyboard;

4. Experience and demonstrated proficiency with:

a. Keyboard,

b. Computer,

c. Telephone,

d. Two-way radio,

e. Electronic calculator,

f. Facsimile machine,

g. Copier & collator,

h. Scanner; &

i. Microsoft Office® or WordPerfect® software.

CHAIN OF COMMAND:

This position reports and is accountable to the MARMET Board and MARMET Supervisors.
RESTRICTED LAW ENFORCEMENT DATA

This data is proprietary and will not be duplicated, disclosed, or discussed without the written permission of this agency.  Data subject to this restriction is contained throughout this publication.

Page 1 of 4
RESTRICTED LAW ENFORCEMENT DATA

This data is proprietary and will not be duplicated, disclosed, or discussed without the written permission of this agency.  Data subject to this restriction is contained throughout this publication.

Page 2 of 4

