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ADMIN/FISCAL ASSISTANT

Job Description

POSITION OBJECTIVE

Under the direction of the Executive Director, the Admin/Fiscal Assistant provides office management services and administrative, clerical, and fiscal support to the First 5 Tulare County staff. The Admin/Fiscal Assistant also serves as Clerk to the First 5 Tulare County Commission.

DUTIES AND RESPONSIBILITIES
1. Greet the public over the telephone and in person; routes incoming telephone calls to the proper person after determining the needs of the caller; places telephone calls to give or obtain information; meets and assists visitors by answering questions according to established policies; receives, sorts, prioritizes and distributes mail and packages.  Maintains master calendar.
2. Serve as Office Manager including inventorying and ordering office supplies and marketing items, addressing facility needs by coordinating with various service providers, serve as the information systems administrator including coordinating maintenance and repair services; oversee the petty cash fund, update manuals, and maintain the records filing system.

3. Prepare and post agendas for First 5 Tulare County Commission meetings, assemble and distribute meeting packets, attend Commission meetings, and serve as Clerk by taking minutes; prepare written minutes, and maintain official Minute Book and other records of the Commission.

4. Independently compose correspondence and draft correspondence at the direction of others.

5. Provide administrative support for Commissioners, the Executive Director, and other First 5 staff including scheduling, making travel arrangements, preparing correspondence, and processing reimbursement claims.

6. Maintain contract records, billings, invoices, and other financial documents using the established paper filing system and automated accounting software.

7. Prepare and process payroll.

8. Prepare and process bills for payment by verifying accuracy, ensuring proper authorization, and researching, resolving, and documenting discrepancies. 
9. Process fiscal reports submitted by program providers; assist with reconciliation. 

10. Assist in the preparation of First 5 Tulare County’s annual internal reviews, reports, budgets, and audits.

11. Performs other duties as assigned. 
MINIMUM QUALIFICATIONS
· Two years of college level coursework in Business, Accounting, Bookkeeping, or a closely related field is desirable. 
· Five years of paid administrative or clerical experience is desired and may substitute for college level coursework. 

· Ability to transcribe a variety of reports and documents from a recording device at a speed of not less than 45 net words per minute; ability to type or perform keyboard skills of not less than 45 net words per minute. 
· Must be proficient in Microsoft Office and Adobe Acrobat and possess an understanding of financial software.  
· Must have a valid California driver's license, acceptable DMV printout, and adequate car insurance coverage.

· Ability to occasionally work a flexible work schedule depending on assignments and to travel within and outside the County to attend meetings and conferences.

· Bilingual (Spanish), in written word, translation skills, and oral interpretation preferred. 
KNOWLEDGE OF
· California Children and Families Act of 1998 (Proposition 10) and local implementing legislation.

· Ralph M. Brown Act requirements for public entities.

· Proper business English including spelling, punctuation, grammar and vocabulary; modern office methods and procedures, including business correspondence, filing systems, standard machines and office equipment, reception techniques, report writing and record keeping.

· Effective business writing; administration of budgets, grants and contracts; state, county and 
community political and policy-making processes; effective communication and public presentation methods and skills.

ABILITY TO
· Communicate effectively; meet and deal tactfully with the public and others; develop and 

maintain effective working relationships.

· Exhibit initiative, integrity, and sound judgment; coordinate multiple activities; work with minimum supervision; maintain confidentiality; organize work, set priorities, meet critical deadlines, and follow ​up on assignments; understand and follow oral and written instructions.

· Understand, interpret, and apply pertinent provisions of laws, rules, policies, procedures,

legislation and other instructions.

· Use a personal computer or other automated equipment and up-to-date software programs; use the Internet and related technology to do research, to exchange information, 

to update on-line websites and to perform other related tasks.

· Follow safe work practices as directed and trained.

HEALTH REQUIREMENTS
· Completion of physical and substance abuse screening may be required by the Commission prior to employment.

Salary Range:  $42,792 to $59,316 (2024)
