
  

 
Administrative Coordinator                                                                      PW/2 
Public Works 
 

The City of Sheridan’s core values are what define us both as individuals and as a collective group of people.  

We’ve selected these five values to emphasize the leadership role that every employee has in working as part of 

a team of teams, whether those teams are in another department within the City or at the County, State, or 

National level.  These values are paramount to meeting the mission of the City.  The values are Make a 

Difference, Take Initiative, Build Trust, Show Optimism, and Promote Teamwork. 

 

JOB SUMMARY 

 

This position is responsible for providing support and assistance to the Public Works Department and 

Public Works Director scheduling meetings, answering, and tracking public concerns, conducting 

research, organizing and communicating activities within the department.  This position serves as an 

office manager for the Public Works Department and is responsible for providing excellent customer 

service support services to the staff within the department and the Sheridan community.    

 

MAJOR DUTIES 

 

• Manages the calendar for the Public Works Director and City Engineer and assists the department 

with scheduling meetings and public meetings/events as needed.  
 

• Assists in preparation of yearly public works budget and organizing quarterly budget reports.  
 

• Assists in preparation of public meeting information presentations. 
 

• Proofreads and revises printed advertisements, newsletters, and general correspondence for City 

divisions.  
 

• Oversees the entering of purchase requisitions and monitors for timely processing.  
 

• Composes correspondence for the Public Works Director and City Engineer 
 

• Answers telephone and greets visitors; provides information and assistance; prepares and tracks 

work orders for customer complaints. 
 

• Maintains department files. 
 

• Provides customer service for developers, architects, engineers, community groups and other 

governmental agencies. 
 

• Prepares memoranda, correspondence and press releases. 
 

• Prepares PowerPoint presentations. 
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• Processes grant and loan reimbursement requests. 
 

• Maintains departmental key inventory. 
 

• Performs related duties. 
  

KNOWLEDGE REQUIRED BY THE POSITION 

 

• Knowledge of modern office administration practices and procedures. 
 

• Knowledge of records management and records retention guidelines. 
 

• Knowledge of modern office equipment. 
 

• Knowledge of computers and job-related software programs. 
 

• Knowledge of City and department policies and procedures. 
 

• Skill in oral and written communication. 
 

• Skill in writing policies and procedures. 
 

• Skill in public relations and customer service. 
 

• Skill in completing moderately complex to complex tasks under minimal supervision. 
 

• Skill in the maintenance of files and records. 
 

• Skill in planning, organizing, analyzing, decision making, and problem solving. 
  

SUPERVISORY CONTROLS 

 

The Public Works Director assigns work in terms of general instructions. This position also takes 

direction from the City Engineer.  The supervisor spot-checks completed work for compliance with 

procedures, accuracy, and the nature and propriety of the final results. 

 

GUIDELINES 

 

Guidelines include department and City policies, procedures, and the employee handbook. These 

guidelines are generally clear and specific but may require some interpretation in application. 

 

COMPLEXITY/SCOPE OF WORK 

 

• The work consists of varied office management, administrative and technical administrative duties. 

 Frequent interruptions contribute to the complexity of the work.  
 

• The purpose of this position is to provide administrative support to the department.  Successful 

performance contributes to the efficiency and effectiveness of department operations. 
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CONTACTS 

  

• Contacts are typically with co-workers, business leaders, engineers, architects, developers, vendors, 

representatives of other government agencies and members of the general public.  
 

• Contacts are typically to exchange information, provide services, and resolve problems. 
 

PHYSICAL DEMANDS/ WORK ENVIRONMENT 

 

• The work is typically performed while sitting at a desk or table or while intermittently sitting, 

standing, or stooping. The employee occasionally lifts light objects.  
 

• The work is typically performed in an office. 
 

SUPERVISORY AND MANAGEMENT RESPONSIBILITY 

 

None. 

 

MINIMUM QUALIFICATIONS 

 

• Knowledge and level of competency commonly associated with completion of specialized training in 

the field of work, in addition to basic skills typically associated with a high school education. 
 

• Sufficient experience to understand the basic principles relevant to the major duties of the position, 

usually associated with the completion of an apprenticeship/internship or having had a similar 

position for one to two years. 
 

• Possession of a valid driver's license issued by the State of Wyoming for the type of vehicle or 

equipment operated. 
 

The City of Sheridan is an at-will employer.  This means that either party – the employee or the employer 

– may end employment at any time, with or without cause, with or without notice.  All the terms, 

conditions and benefits of employment with the City are subject to change at any time, with or without 

notice, at the discretion of the City. 

 


