
Village of Fox Lake
Part-time CLERICAL ASSISTANT – Front Office

DEPARTMENT: Administration Part-time: 10 hours/week
Pay Range: $10-12/hr/DOQ

REPORTS TO: Office Manager/Deputy Clerk

POSITION SUMMARY:

Performs all support and administrative duties as assigned, which may include answering
phones, data entry, typing, copying, faxing, completing reports, scheduling, sorting mail,
maintaining files and correspondence. Provides back-up for other administrative positions.

ESSENTIAL JOB FUNCTIONS:

 Perform a variety of clerical activities, to include data entry, processing cash
transactions, sorting mail, entering bill payments, cash balancing, maintaining general
files, correspondence and processing faxes.

 Provide back-up support for the receptionist, which involves receiving phone calls,
inquiries and greeting visitors.

 Answer phones, greet people and respond to questions from the public and other
Village departments.

 Work in an office environment that requires frequent multi-tasking activities.
 Provide administrative back-up for other departments.
 Assist the Deputy Clerk:

 Copy & distribute meeting minutes and agendas.
 Update Municipal Code books for staff as well as public access.
 Assist in the distribution of approved Resolutions and Ordinances to appropriate

staff, County agencies, Law Libraries, etc.
 Assist with preparation, posting and distribution of agendas, public notices, and

press releases, to media agencies.
 Be responsive to other administrative duties as assigned.

JOB STANDARDS AND REQUIREMENTS:

SKILLS SUMMARY:
Must possess excellent interpersonal skills, a basic knowledge of office equipment
and a proven familiarity with common office software (word processing, spreadsheets,
data base, e-mail). Must have the ability to follow complex written and oral
instructions.

KEY SKILLS:
 Ability to follow written and oral instructions.
 Working knowledge of computers and office equipment.
 Developing and maintaining a positive working relationship with the public and co-

workers.
 Working in a multitasked environment (ie, entering transactions into computer, while

answering incoming calls and/or greeting the public).
 Ability to handle business activities with discretion and integrity.
 Must project a professional image



 Familiarity with computer software in an office environment (word processing,
spreadsheets, e-mail)

 Demonstrate organizational and administrative skills
 Flexibility and multi-tasking essential.

CONTACT WITH PUBLIC:
Continual.

SUPERVISION RECEIVED:
Intermittent.

SUPERVISION OF OTHERS:
None

DECISION-MAKING:
Decisions are mostly governed by procedures and relate to daily operations.

EQUIPMENT USE/CARE:
Computer, printer, copier, fax, telephone, calculator

PHYSICAL REQUIREMENTS:
Required to speak and hear clearly and frequently.
Must project a professional image.
Must be able to sit for extended time periods and possess the manual dexterity
required for operating computers, fax machines and other office equipment.

EDUCATION:
High school diploma or equivalent, some college or business coursework preferred.

EXPERIENCE:
Some office background activities, such as computer familiarity, filing, phones, mail
sorting.
Knowledge of Microsoft Office, Excel and Access a plus.
Knowledge of municipal administration and/or accounting a definite plus.


