
________________________________________________________________________ 

 

Title:                         Administrative Support Specialist 

Reports To:               Village Clerk, Village President and Board of Trustees 

 

________________________________________________________________________ 

 

     The Village Administrative Support Specialist shall be appointed by the Village President, with the 

approval of the Village Board of Trustees and shall serve under the supervision of the Village Clerk 

until his/her successor is appointed or, until by natural progression, he/she advances within the 

municipality.  

 

I.   Job Requirements: 

  

➢ Perform the duties of the Village Administrative Support Specialist in an ethical and 

professional manner. 

➢ Pass a medical examination, drug screen test. 

➢ Be able to perform assigned duties as provided in this Job Description and Village policies. 

➢ Must be twenty one years of age or older. 

➢ Has not been convicted of a felony, or a misdemeanor crime involving dishonesty, or one 

involving mistreatment or victimization of a minor or the elderly. 

➢ Possess a valid high school diploma or GED certificate. 

➢ Pass the Freedom of Information Test and Open Meetings Act Test each year. 

➢ Possess accounting and administrative skills, as well as previous experience with word 

processing and records management. 

➢ Possess the ability to deal directly with the public and provide exceptional customer service.  

➢ Must be proficient in computer software systems, including but not limited to, Word, Excel, 

Outlook, and Quickbooks. 

➢ Be able to perform and thrive in a high pressured, fast paced environment. 

➢ Must be organized, self-motivated and have experience with handling and maintaining 

confidential information. 

 

Preference will be given to candidates with a college degree in a related area, prior public works 

experience, or through specialized training schools, programs or prior employment. 

 

III. Physical Demands: 

 

➢ While performing duties of this position, the employee is frequently required to sit, talk, hear, 

stand, walk, run, use hands and fingers to operate objects, controls or tools.  The employee is 

occasionally required to reach with arms and hands, climb, balance, stoop, kneel, crouch, crawl, 

taste or smell. 

➢ Vision abilities include: close vision, distance vision, color vision, peripheral vision, depth 

vision and ability to adjust focus. 

➢ Reasonable accommodations will be made to enable otherwise qualified individuals to meet the 

required physical requirements. 

 

The initial appointment will be for a three (3) month probationary period, or 90 days, after which a 

permanent appointment will be made if the probationary job performance is acceptable to the Village. 

 

III. Job Duties: 

 



➢ Must perform daily office duties as assigned, including but not limited to: daily deposits, 

answering phones, assisting customers, filing, administration and tracking of employee benefits 

and compliance. 

➢ Must perform duties as assigned in relation to payables and receivables. 

➢ Must assist as needed with producing books, records and papers for inspection as required by 

the Village Board and/or as required under State Law. 

➢ Must, upon request, provide information asked for under the Freedom of Information Act as an 

appointed FOIA Representative within allotted time. 

➢ Must meet requirements to perform as backup Open Meetings Act Designee. 

➢ Must meet and maintain any and all requirements to cross train and serve as back up on all 

office duties and responsibilities. 

➢ Must act as a collector of water/sewer payments, fines and fees for the Village, as well as 

tracking and maintaining up to date water/sewer account balances. 

➢ Must meet and maintain requirements in order to serve as a backup in preparation of payroll and 

other financial obligations including payroll withholding of the Village without prior Board 

approval as defined in Municipal Law. 

➢ Must assist in the preparation of books and records as needed for the Annual Audit. 

➢ Maintain relevant information on the Village web site. 

➢ Maintain accurate and up to date information on Village mapping. 

➢ Issue public notification of all official activities and meetings, including meeting agendas and 

packets of related information. 

➢ Perform budgeting duties, including assisting in budget preparation and expenditure review. 

➢ Perform general office duties such as typing and proofreading correspondence, distributing and 

filing official forms. 

➢ Must, when necessary, provide information to co-workers and/or Board of Trustees by 

telephone, in written form, e-mail or in person. 

➢ Must assist with and have working knowledge of monthly ledgers and journals for various 

accounts held by the Village. 

➢ Must be willing and able to attend and retain any training requested or required by State Statute, 

President or Board of Trustees, or Village Clerk. 

➢ Other duties and projects as properly assigned by the Village Clerk and Board of Trustees. 

 

 

 


