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POSITION DESCRIPTION
	Job Title:
	Assistant Office Manager 

	Reports To:
	District Manager
	FLSA Status:
	Non-Exempt



Position Summary: The Assistant Office Manager is responsible for creating an organized, efficient, and welcoming workplace. This role ensures smooth operations across administrative, facility, and communication functions. The Assistant Office Manager partners closely with District Staff to support business goals and maintain a positive employee experience.
Essential Functions
To perform this job successfully, an individual must be able to satisfactorily perform each of the essential responsibilities listed below.  
· Administrative Operations — Maintain office systems, manage supplies, oversee equipment maintenance, and ensure the workspace is clean, safe, and functional.  Manage daily back up of records. 
· Billing—Update customer accounts as necessary with new names, billing addresses, phone numbers, emails, etc.  Prepare workorders as requested by customers/attorneys/ realtors—for repairs, hook-ups, and/or final meter readings, etc.  Process work orders once complete to include updating records, adding and collecting fees, etc.  Prepare closing statements and send final billings to realtor/attorney/customers per their requests.  Ensure payments are received.  Properly manage payments received by the District.  
· Staff Support — Provide administrative assistance to team members, coordinate schedules, and ensure employees have the resources they need.
· Financial & Vendor Management — Track expenses, process invoices, manage vendor relationships, negotiate contracts, and monitor office budget.
· HR & Onboarding Support —Assist with onboarding, employee recordkeeping, training coordination, and internal communication as assigned
· Event & Meeting Coordination — Plan company meetings, workshops, celebrations, and travel logistics. Preparing, updating, advertising and retaining board packets including agenda coordinating with employees and outside consultants as necessary.  
· Compliance & Documentation — Maintain organized records, ensure adherence to company policies, Local, State and Federal requirements and support compliance tasks. Tracking, organizing, mailing, recording necessary documentation for backflow program and answering basic questions. Administrative support for Public Records Act requests and Open Public Meeting Act compliance.  Develop office forms and policies and procedures as needed. Manage incoming communications.  

· Payroll—Handle payroll including related reporting and funds transferring. 

· Problem‑Solving & Troubleshooting — addressing small office issues (printer jams, scheduling conflicts, missing supplies, software, computers) before they become bigger problems.

· Make daily bank deposits and maintain related records, as assigned


Secondary Functions
· Communication Support — relaying messages, screening calls, drafting routine correspondence, and ensuring information flows correctly between staff, Board of Commissioners and customers.
· Record & Document Management — maintaining databases, updating logs, tracking deadlines, and ensuring documents are stored and retrieved efficiently. 
· Customer/Client Interaction — greeting visitors, answering basic inquiries, and directing people to the appropriate staff.
· Monitoring Workflows — keeping an eye on pending tasks, reminding staff of deadlines, and ensuring routine processes stay on track.
· Confidential Support — handling sensitive information discreetly, preparing confidential documents, and maintaining secure files.

Knowledge & Skills 
· Strong organizational and time‑management skills
· Ability to prioritize and adapt in a fast‑paced environment
· Proficiency with Microsoft Office Suite and common office software
· Excellent written and verbal communication
· Professional, approachable, and solutions‑oriented demeanor

Education & Experience

· 3–5 years of office management or administrative experience
· QuickBooks and other utility billing software is a plus
· Experience managing budgets or vendor contracts is a plus


[bookmark: _Hlk19602141]Certificates and/or Licenses: 
Valid driver's license required if operating a personal or District vehicle for business purposes
Physical Requirements:   
· Ability to sit or stand for extended periods while performing administrative tasks
· Ability to lift, carry, or move office supplies and equipment up to 25 lbs
· Frequent walking within the office to support staff, retrieve files, and manage facility needs
· Manual dexterity to operate computers, printers, copiers, and other office equipment
· Ability to bend, reach, kneel, or stoop when organizing files, accessing storage areas, or setting up office spaces
· Clear verbal communication for interacting with staff, vendors, and visitors
· Visual acuity to read documents, screens, and small print


Equipment / Tools Utilized:
· Office equipment including copy machines, computer, phone, etc.

Environmental Conditions
While performing the essential responsibilities of this job, the employee may experience the following environmental conditions at the frequency indicated: 

· Noise Conditions: exposed to noise consistent with a standard office environment
· Office Equipment Exposure: 
· Atmospheric Exposures: Typical office environment conditions
· Flexible scheduling

NOTE: Irvin Water District No. 6 retains the discretion to add to or change the duties of this position at any time, including assigning other duties as needed.




Employee Acknowledgment

I acknowledge, understand, and agree to the job duties and requirements for this position.

Employee Name: _____________________________________________

Employee Signature: _________________________________________

Date: _______________________________________________________
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