
  

 

 
Administrative Assistant                                                                                
UT-WT/9 
Water Treatment 
 

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 performing administrative and secretarial duties in support of the Water 

Supply and Treatment Division operations. 

 

MAJOR DUTIES 

 

● Coordinates and maintains files, records and other documents for EPA compliance. 

 

● Coordinates and processes expenditures for Source of Supply, Big Goose WTP and Sheridan WTP.  

 

● Answers telephone and greets visitors; provides information and assistance.  

 

● Manages “City Works” and work orders for water treatment staff. 

 

● Assists in the development and administration of our 3 budgets. Prepares and submits purchase 

requisitions and monitors for timely processing; reconciles credit card purchases and reviews 

statements; initiates requisitions for large purchases and recurring services; maintains a readily 

accessible database of all requisitions. 

● Prepares bid packages for fleet and other expenditures. 

 

● Maintains chemical inventory, office supply inventory, and facility inventory; purchases uniforms, 

chemicals, office supplies, lab supplies, and miscellaneous supplies as needed. 

 

● Creates and tracks work orders for division; creates service requests for other divisions and monitors 

for timely completion. 

 

● Prepares and maintains multiple complex spreadsheets using Microsoft Excel or Google. Enters daily 

report data to spreadsheets. 

 

● Enters information from laboratory reports; submits data as needed to appropriate individuals or 

agencies; tracks compliance. 
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● Provides customer service; answers telephone; provides information and assistance; refers to 

appropriate personnel. 

 

● Picks up, sorts and distributes daily mail; runs errands for division. 

 

● Composes correspondence and memoranda for Water Treatment Superintendent. 

 

● Obtains data and prepares a variety of required monthly and special reports; revises/prepares annual 

water report to the community; prepares inter-departmental usage reports (SAWS, DNISD, and 

Consumable Chemicals.) 

 

● Develops and updates plans, correspondence and compliance documents for EPA and local, state and 

regional agencies; maintains official records and correspondence documents. 

 

● Prepares training materials including handouts and PowerPoint presentations; schedules and conducts 

training and presentations for the department. 

 

● Conducts research for special projects or data acquisition. 

 

● Makes meeting, training and travel arrangements for staff; ensures proper pre-approval forms are 

submitted through appropriate channels and returned in a timely manner; prepares travel 

reimbursement vouchers; maintains training/certification records; schedules health and safety tests. 

 

● Maintains information on the division page on the City website. 

 

● Performs related duties. 

  

KNOWLEDGE REQUIRED BY THE POSITION 

 

● Advanced knowledge of department and city policies and procedures, and federal, state, and local 

laws and regulations. 

 

● Advanced knowledge of modern office administration practices and procedures. 

 

● Knowledge of modern office equipment. 

 

● Knowledge of department and city policies and procedures. 

 

● Advanced knowledge of computers and job-related software programs (City Works, MicroFund). 

 

● Knowledge of Generally Accepted Accounting Principles (GAAP). 

 

● Skill in the maintenance of files and records. 

 

● Skill in planning, organization, and decision making. 

 

● Skill in public speaking and public relations. 
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● Skill in the provision of customer services. 

 

● Skill in oral and written communication. 

 

SUPERVISORY CONTROLS 

 

The Water Supply and Treatment Superintendent assigns work in terms of somewhat general instructions.  

The superintendent spot-checks completed work for compliance with procedures, accuracy, and the nature 

and propriety of the final results. 

 

GUIDELINES 

 

Guidelines include City and department policies and procedures.  These guidelines are generally clear and 

specific, but may require some interpretation in application. 

 

COMPLEXITY/SCOPE OF WORK 

 

● The work consists of related administrative and secretarial duties.  Administering multiple budgets 

and frequent interruptions contribute to the complexity of the position. 

 

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

performance contributes to the efficiency and effectiveness of those operations. 

 

CONTACTS 

  

● Contacts are typically with co-workers, representatives of state and federal agencies, developers, 

contractors, engineers, citizens, and representatives of other municipalities and professional 

associations. 

 

● Contacts are typically to give or exchange information and provide services.  

 

PHYSICAL DEMANDS/ WORK ENVIRONMENT 

 

● The work is typically performed while sitting at a desk or table. The employee frequently lifts light 

and heavy 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 commonly associated with completion of high school 

or equivalent. 
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● 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. 

 

 

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. 

 

 


