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Job Title: Office Assistant Intern 

 

Effective Date: February 2017 

Revision Date: February 2017 

     

NATURE OF WORK 

Under close supervision, performs a variety of routine and skilled general office functions; provides clerical support 
to departmental personnel; and performs other related duties as assigned. 
 

ESSENTIAL FUNCTIONS: 

The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this 

classification, only a representative summary of the primary duties and responsibilities.  Incumbent(s) may not be 

required to perform all duties listed and may be required to perform additional, position-specific duties. 

 Answers and directs incoming calls to appropriate departments and/or individuals; responds to basic inquiries 
regarding departmental services, policies, and procedures; greets and directs visitors. 

 Provides customer service to the public and/or outside agencies; books reservations; sells passes and/or event 
tickets; issues licenses and permits; processes records requests; conducts background checks. 

 Collects and receipts monies for County fees, licenses, permits, bail, and/or inmate accounts. 

 Maintains departmental calendars; schedules meetings and appointments; coordinates training activities. 

 Prepares, copies, scans, processes, and/or distributes correspondence, forms, faxes, notices, agendas, meeting 
minutes, news releases, and other types of documents.  

 Updates and maintains departmental records, files, lists, handbooks, databases, and/or web pages. 

 Conducts research, compiles data, and prepares a variety of departmental reports. 

 Performs a variety of routine accounting functions; processes departmental billing and/or reimbursements; 
prepares bank deposits. 

 Orders and maintains office supplies, brochures, and/or forms for area of assignment; updates inventory 
records. 

 Receives, prepares, tracks, and closes out departmental work orders. 

 Performs data entry and/or other routine clerical tasks; receives, sorts, and distributes departmental mail.  

 

WORKING ENVIRONMENT / PHYSICAL DEMANDS:   

Work is performed in a standard office environment and involves sitting for extended periods of time, standing, 
walking, bending reaching, and lifting of objects up to 30 pounds. 
 

EMPLOYMENT STANDARDS: 

High school graduate and have or are working toward a bachelor’s degree in public relations, journalism, marketing, 

business communications or a related area of study. 

 

Valid driver’s license. 
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KNOWLEDGE AND SKILLS: 
 

Knowledge of:  

 County policies and procedures. 

 General office practices and equipment. 

 Standard computer software applications. 

 Telephone etiquette and customer service protocols. 

 Departmental operations relative to area of assignment. 

 

Skills in:  

 Performing a variety of clerical functions. 

 Responding to inquiries and providing customer service to the public. 

 Preparing and maintaining correspondence, reports, and other documentation. 

 Establishing and maintaining effective working relationships with other staff, County departments, outside 
agencies, and the general public. 

 Communicating effectively verbally and in writing. 

 

Application Process 

 Send a cover letter, resume, and references in a Microsoft Word, PDF or web link format 

to tamara.hayes@lewiscountywa.gov   

 No phone calls or walk-in inquiries will be accepted. 
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