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Town of Bowling Green Job Description 

 

POSITION: Part-Time Office Assistant 
DEPARTMENT: Town Administration 
PAY RANGE: $10.00-$12.50-$15.00 per hour 
FLSA: Non-Exempt 

 

GENERAL STATEMENT OF JOB: Under supervision, performs administrative and clerical work for 
Town Administration. Employee must exercise independent judgment, discretion, and initiative in 
completing all job responsibilities. Employee must be able to establish and maintain cooperative, 
courteous, and positive communications with fellow employees, other personnel, and the general public. 
Reports to the Town Treasurer/Clerk or other designated supervisor. 

 
ESSENTIAL JOB FUNCTIONS: 

 
• Furnishes information to the public on a variety of matters relating to Town operation. 
• Answers telephone and greets all customers entering Town Hall. 
• Performs a wide variety of clerical and related tasks. 

• Screens and routes oral and written communications; opens, sorts and distributes incoming mail; 
prepares outgoing mail and correspondence; delivers and picks up daily mail. 

• Assists in the preparation of various meetings; prepares meeting documents and packets. 
• Inventories and orders supplies. 
• Assists with special projects and programs. 
• Performs other duties as assigned. 

 
EMPLOYEE UTILIZATION IN ADVERSE WEATHER AND EMERGENCY CONDITIONS 

 
All Town employees are subject to being assigned to specific positions and tasks during a “Declared 
Emergency” as support personnel, by the Town Manager. Once assigned, this would be the same as a 
regular work assignment and all policies and procedures for duty assignments apply. 

 
JOB LOCATION AND CONDITIONS: 

 
Work is typically performed in an office setting. 

 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES: 

 
• Knowledge of data entry, and various microcomputer software packages; standard office 

procedures, practices, and equipment; principles and processes for providing customer service 
including setting and meeting quality standards for services, and evaluation of customer 
satisfaction. 

• Ability to communicate effectively, both orally and in writing; establish and maintain effective 
working relationships with other Town employees and the public. 
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• Ability to prepare correspondence, reports, forms, purchase orders, etc., using prescribed 
formats and conforming to all rules of punctuation, grammar, diction, and style. 

 

EDUCATION AND EXPERIENCE: 

 
Position requires any combination of education and experience equivalent to a high school diploma. 
Some experience working in utility billing or accounts receivable/payable including experience involving 
public contact and customer service preferred. 

 

 
To perform this job successfully, an individual must be able to perform each essential job function satisfactorily. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the primary job functions herein described. 
Since every duty connected with this position may not be described herein, employees may be required to perform duties not 
specifically spelled out in the job description, but which may be reasonably considered to be incidental in the performing of 
their duties just as though they were actually written out in this job description. 
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PHYSICAL REQUIREMENTS: 

 
C= Continuous – over 6 hours a day 
F= Frequent – between 3 and 6 hours a day 

O= Occasional – less than 3 hours a day 
I= Intermittent–several times a week/month 

P= Periodic – several times a year 
N/A= Not applicable to position 

 

 

  
 
 

PUSH/PULL C F O I P N/A 

1 to 10 lbs. ☐ ☐ ☒ ☐ ☐ ☐ 

11 to 20 lbs. ☐ ☐ ☐ ☒ ☐ ☐ 

21 to 50 lbs. ☐ ☐ ☐ ☐ ☒ ☐ 

51 to 75 lbs. ☐ ☐ ☐ ☐ ☐ ☒ 
76 to 100 lbs. ☐ ☐ ☐ ☐ ☐ ☒ 

 

WORK WITH/NEAR C F O I P N/A 

Machinery ☐ ☐ ☐ ☐ ☐ ☒ 
Electricity ☐ ☐ ☐ ☐ ☐ ☒ 

Power Tools ☐ ☐ ☐ ☐ ☐ ☒ 
Chemicals ☐ ☐ ☐ ☐ ☐ ☒ 

Fumes ☐ ☐ ☐ ☐ ☐ ☒ 
Heights ☐ ☐ ☐ ☐ ☐ ☒ 

 

LIFT/CARRY C F O I P N/A 

1 to 10 lbs. ☐ ☐ ☒ ☐ ☐ ☐ 

11 to 20 lbs. ☐ ☐ ☐ ☒ ☐ ☐ 

21 to 50 lbs. ☐ ☐ ☐ ☐ ☒ ☐ 

51 to 75 lbs. ☐ ☐ ☐ ☐ ☐ ☒ 
76 to 100 lbs. ☐ ☐ ☐ ☐ ☐ ☒ 

 

EQUIPMENT USAGE & 
OPERATION 

C F O I P N/A 

Standard Office Equip. ☒ ☐ ☐ ☐ ☐ ☐ 

Motor Vehicle ☐ ☐ ☐ ☐ ☒ ☐ 

Vehicle requiring CDL ☐ ☐ ☐ ☐ ☐ ☒ 
Other (explain) ☐ ☐ ☐ ☐ ☐ ☒ 

 

MOVEMENT C F O I P N/A 

Carrying ☐ ☐ ☒ ☐ ☐ ☐ 

Bend/Stoop/Twist ☐ ☐ ☐ ☒ ☐ ☐ 

Kneel/Crawl ☐ ☐ ☐ ☐ ☐ ☒ 
Reach Above 

Shoulders ☐ ☐ ☒ ☐ ☐ ☐ 
Reach Below 

Shoulders ☐ ☐ ☒ ☐ ☐ ☐ 

Grasp/Squeeze ☐ ☒ ☐ ☐ ☐ ☐ 

Climb Stairs/Ladder ☐ ☐ ☐ ☐ ☒ ☐ 
Uneven Walking 

Surface ☐ ☐ ☐ ☐ ☒ ☐ 
Even Walking 

Surface ☐ ☐ ☒ ☐ ☐ ☐ 
 

ENVIRONMENT C F O I P N/A 

Indoors ☒ ☐ ☐ ☐ ☐ ☐ 

Outdoors ☐ ☐ ☐ ☐ ☐ ☒ 
Extreme Heat ☐ ☐ ☐ ☐ ☐ ☒ 

Extreme Cold ☐ ☐ ☐ ☐ ☐ ☒ 

Dusty ☐ ☐ ☐ ☐ ☐ ☒ 
Excessive Noise ☐ ☐ ☐ ☐ ☐ ☒ 
Other (explain) ☐ ☐ ☐ ☐ ☐ ☒ 

 

 

VISION REQUIREMENTS 
(Check all that apply) 

Depth Perception ☐ 

Color Vision ☐ 

Peripheral Vision ☐ 

Uncorrected/Corrected vision 
20/40 or better in one or both 
eyes; 100 degrees, or better, 

horizontal vision in one or both 
eyes 

☐ 

 

ENDURANCE C F O I P N/A 

Stationary Position 
(stand or sit) ☒ ☐ ☐ ☐ ☐ ☐ 

Move, Traverse 
(walk) ☐ ☐ ☒ ☐ ☐ ☐ 

Operate, Activate, 
Use, Prepare, 
Inspect, Place, 
Detect, Position 

(use of 
hands/fingers) 

 
☒ 

 

☐ 

 
☐ 

 
☐ 

 
☐ 

 
☐ 

 


